
DOCUMENT RESUME ,

ED 117550 CE 006

THOR Hudson; William A., Comp. /

LE Vocational Education: Student Needs. FSU Graduatitl
4Program. .

. 4 4

v

/ T/TUTION Florida State Univ., Tallahaisee.
REVORIL NO VT-102-43n
PUB DATE 75 ,.
NOTE . 15p.; Not available in hard copy due to marginal.'

reproducibility

EDRS PRICE 1F-$0.83 Plus Postage. BC Not Available from ED.T4
DESCRIPTORS Graduate Students; Secondary Education; *Studen '.

Needs; *teacher Developed laterials;*Teaching i' oir'

Methods; *Vocational Education
FloridaIDENTIFIERS

ABSTRACT
The document is a compilation of reports made by to/41 ;

graduate students in a class concerned with how they as teachers moth
the needs of their students in courses or programs. The reports tr

K,4,
examine 10 areas and discuss how student needs are met by. 1)
cooperative business,educatidn, (2) diversified cooperative traini14,;:
(3) 'distributive education, (4) home ecOnomics (5) industrial'
education, (6) job entry preparation, (7) an occupational placemelt;
specialist, (8) prevocational industrial arts, (9) technical
vocational' education, and (10) vocational office education. (LJ) r

4

**********************************************************************w
* Documents acquired by ERIC include many informal *

* materials not available from other sources. ERIC makes every effort *
* tolobtain the best copy available. Nevertheless, items of marginal *
*oreeriducibility are oftenlOncountered and this affects the quality *

* of the microfiche and hardcopy reprodudtiong ERIC aakes available *

-* via the 42TC Document Reproduction Service, (EDRS).. TDRS is not
* responsiSie for the quality of theoriginal document. Reproductions *.
7* supplied by EDRS are the best that, can be made from the original. *
***********************************************************************



W105MH Kk7111111/& 

G2MOU4 
0 

A)1 10,1 tlU NO,IJSOd NOliv 3(10 3 
i0 A iru. 5N11VNO11VN 1V1.).ii0 INAS 

-Atid Ad A -11VSSA )3N lON 00 03i1f15 SNOIN,d0 tiO An 3," JO `..iNiOd iIONl1V 
NO,1 viiNVMC) tlU NOS83d 31-41 481 OAA1313r1 5V A 11 ../V Cf )(10 

-Othd A ti NA AU SVH 1N 3111.41 )00 SIHi 

Nativ)na 
31nii1sNi ivNoilyN 

3/1113A1 S 14011Y3110 3 
H11V3H 001N3VVIVI'Vd 30 S n 

0 

ER o 
))111 ER 

4 

ti 

1 

Kn950U4 
.1UWCteiVU5 115prl 

ARICRA,CS 



TABLE OF CONTENTS'

Introduction Chapters

Acknowledgements

Copperatiye Business Education
Definition
Student Requirements
Parent Responsibilities
Prerequisite Needs
Employment Outlook 1-

Conclusion 4
. .. ' ..

;'sr,

Diversified, Cooperative Trattiling II

Definifilm, . I
Goals

. ,

Student Uequirements
Coordinator ResponsibilitiOo

11

.
_ 4

Distributive Education , tII

Dpfinition
.*'4

1st Year
2nd Year

Home FA;pnomics IV
Overview of Vocational Home Economics

. Course Outlines
Employment.Outldok

Industrial Education V
Introduction
General Needs of Industrial Education
Specific Needs
Summary

Job Entry
Philosophy i Guidelin6s

-,, Goals
Student Requirements
'Coordinator Responsibilities
Summary

Ocpipational Placement' Sprecialist, VII
,VocationalPlacement and Follow -Up

Student Needs
Student Development
Student Plcement
Vocational Yollow -Up
Summary

vi

)
R)

1



Pre-Vocational Art4
Introduction
Goals'
Flow '.Chart
Sequence Diagram.
VarioUs Programs

,

Technica0 Vocational Education IX
Introduction
'Student Needs
Educational ,Needs Met

Vocational Office Education X
Goals
Student Needs

Pre-Vocational Educatitm,
- Teacher-Responsibilities

Student Needs

r



I

INTRODUCTION.

The submission of these 10 vocational program areas was

an innovative thought by ithe profi-?ssor who truly wanted-to have

his last, class aecompli4 something for the good of the student.

He philosophipd the thoiight thl.t each teacher must in his or her

report reflect -how they were meeting student herds 'iri their

courso/program. 'To this end, some 35 teachprs were grouped

ien.erally in their respective areas and each made a contribution

t(, the overall group report. Chairmen4of each group were identi-

*tied from within Vheir own ranks, and special preparation time

was made available for research group meetings aad ultimate oral

and visual presentrationS. It was felt that the excellent revel

of this performance was of such a nature that these reports might

benefit student's, other teachers, and administrators. Accordingly,

avenues were sought whereby we -ould obtain publication of this

material and make it available for utilization of others.

It is to be, noted that the group and individual reports are

assemblecCin the same manner..as, presented to the class. No effort

has been made to" edit. number pages, or,seek additional informa--

lion which may be required in a publication of this nature. These

individual and group ,reports are as divergent as the -individuals

compiling them. Extraneous material ha)beenremoved from the .in-

'r, dividua) group papers, and, in some case!, a reference might be

made in the group paper to tiles(' destroyed charts and non-repro-

ducable forms. The contentof these group 'publications are worthy.



of high re ognit i(';11 as they represent td any reader the teacher's

belief in hi effort to satislw the needs of students. Mostbin-

di,'idual/group reports will) provide references and source material

while others will L;nerattly reference class publications such as
,

State Departmen4 o,f Education Bulletins. Hopefully, all have

been generous in.sighting their source documents. The prpgrams

have been identified in this book by chapters which are alphabe-

tized and most contents do not represent Over 20 pages; therefore,,

any sub)ect- o.f interest could be researched in a 'Very minimum of

time. It hoped this publication is of benefit for those who

hav occiyion to rf t i t.

P
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cOOPERATIVE BUSINESS EDUCATION (CBE)

;hut sts CuopprtiVP Business Education? The term "coop-

" r;-4tets ow working relationShip Ietween the secondary

I 'he bliitess f_;ommunity to achieve the basic objective
f o

flt .41 3 youh,T pPop1p for future careers.

.furi "nusiness education" distinguishes the subject-

th,,ds of teu,.hing, and 'area of career choices made by

I' j t t 'h(:refore, is considered a specialized pro-
,

pr, pare individuals for employment in the area

J,Iftcp 1r)n Th 1assroom represents the center of

t 11. employment in local businesses pro-!

v A' LIT -rot,
: Lng

\ ?,. 1,
. --..

P. U t .---''''Ir.firolt,...,- troo the high school is in charge
. .

,44 , 1.,,,,,-,
4

1 ih.- r 1.11:.1 -.

4

,Thalify for the Graduate Certifi-.
.

,,

7 ,
'.',. ,JOtt

,,ite, k-ink . ,..r-H,:, r , rig:',c...-rlt 1 i I it or of CBE, the applicant must 7-

1.,
_,..,

.

-'0 1 1
0 (pi ve 'i 'tit._.4.,.;'0,1 th; Graduat ( Corti i icate covering--i j ,.

-t . ; *-
.

.

.
..., .

the hroud !'11d f ;..,Ii.ofrjary u- n. ,-::-; ed,ination; present thre
.!..1 '11,-; -4',

f ,,,,,
. J., .1.. *

-,rr:.,t11Witinr. ,I yof.rdiAation of (4boPeratiVb
p

eduf7at i _iii, and t i, r , ( : .:4-t (-1- A, 1 r :; ! n 'mot lit '1.; and content for

Tot:st F t !lour',

,
4

related Inutructio, itieraft(i_Vf businesi: education; and must

have A minimum of two 'full years ci..t full-time successful .:;ork
,.k- 1

-II

ixperince (or it equivalent in part:-time work experience) in

office oeflupdfion;;.
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The CBE progrli.is divided into three parts: classroom

2

.instruction, on-the-job training`, and club/loadership,activi-

ties. In the middle of these three is the CBE Teacher/Coordi-

nator. Representing the school, it is his/her responsibility

to coordinate the training program toward a satisfactory prepa-

ration of the student /learner for his/her occupational career

objective. In addition, the coordinatOr agrees:

1. To see.that the necessary related classroom instruction
is provided.

2. To work "with the students and employers in determining
job placements with the student's interest being the

1 main consideration in placing a student in a job.

3. To make peg- iodic- visits to the training station to

a. observe the student-learner,

b. r-onsult with the employer. and render any needed ,

assistance with the training problems of the
student-learner,

c. to assist in the evaluation of the student-learner.

4. To serve as sponsor for the CECF and/or FBLA Chapter
his students join and assist in plahning the schedule
of activities for the year.

The school should provide:

1. Functionally designed classroom space and furniture,

2. Modern office machines and equipment,

3. Specialized instructional materials and teaching aids,

4. Office SpaCe for individUal conferences between
student and teacher-coordinator,

5. Telephone so the coordinator may be in contact with
businesses and employers.

The CBE student must be at least sixteen years of age, of

junior or senior standing, and have earned at least two, units
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tn busines: fn .1dd1 tion, CBE students must have main.-

satistactoty grade averages. and regular attendance in

previ,ins.years, must be employable, and must be endorsed by the 1,

cltE Coordinator.

Responsibilities of the CBE student which aid in making hisV

job experience a contribution to his cattier objective .include the

following agreements:

1. To he regular in attendance, both in school ,and on thejob

To p.,rtorri his training station and classroom responsi-bi!itics in an cflicient manner

3. "Ft show h nesty, punctuality, courtesy, a cooperative
at proper,' health and+grooming habits, appropriatedt, , c 1 a willingness to learn

A. To-eonform to the rules and regu'lations of his trainingstation

). To furnish the coordinator with necessary information
ano,it nit; training program and to complete promptly all
neeessary riports

6: TO f76titlit the coordinator about any difficulties aris-_ing <zi Cho training station

7. To participate in those extra - curricular club,.activities
that aro planned for the CBE students.

HA, parents of the,CBE student, realizing the importance of

the trainIng program in the CBE student. attaining his career
Object a,,,- agrees:

.coarag-ithe stud-nt to carryout effectively his
; and rsp)nsibi 1 it Iei

T.

2. To sh-irt rol;ponsihility, for the conduct of the
CBE stud-nt while +-raining in the prOgram.

3. To acct rA responsibility for the safety and conduct of
the CBE .orient while he is traveling to and from the
school, the training station, and his home.

A L.,'
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The Training Station, recognizing that a training plan

should be followed, and that close supervision of the student-

learner Will be needed, agrees:, N.

1 To provide a variety of, work experience for the CBE
student that will contribute to the attainment of
'his career objective

-2. To endeavor to employ the CBE student for at least the
minimum listed number of'hours each day and each week

',for the entire training period.

.

'3. 'Pp adhere:toa1,1- Federal and State regulations regard-
ing employment,;child labor laws, minimum wages', and
other applicable regulations.

To assi::t in the evaluation of the CBE student:
....

r.J. To provide time for eonsultition with the CBE Coordi-
nator concerning-the student-learnr and to discuss
with the coordinator any difficult

-

es the student may
be having.

4."

6. To provide available instructional material and occupa-
tional guidanc6ofor the CBE student-learner.

CBE PREREQUISITE NEEDS
4

1. The studelt needs to be able to typewrite.

2. The stude,pt needs to be able to read at the ninth
grade level.

3. The Student needs to have knowledgelpf basic arithmetic
operations including addition; subtraction, multiplica-
t ion, and division.

4. The student needs to be interested i wing in a
business office. -.

5. The student needs to be-able to provide his own trans-
portation to and from training station

6. The studc,nt needs to be phyicallyfit.

7. The student must have manual dexterity.

8. The student must be sixteen years of ache.

Lt

I.
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EDUCATIONAL NEEDS OF THE CBE STUDENT

The CBE student needs to be skilled in typing a variety

of materials includin;l'etterst memorandums, forms, reports,
V

and manuscripts. He or she should be able to make and receive

telephone calls and greet visitors courteously and tactfully.

Hd or she should be able to compose letters, make appointments,

`schedule meetings, and make travel arrangements. He or she

should be able to prepare masters and duplicate copies. He

'br she should be ableto maintain.a, filipg system.. He or
*

she should be able to handle incoming and outgoing'correspondence,

He or she should be able to transcribe material from machine

dictation and/or shorthand notes. He or she should be able,to_:
-

use arldinqand Calculating machines in handling accounting

records fbr an office.

In addition to skills, the CBE student should be well

groomed, have a pleasant personality, and be able to get

along well with fellow employees and supervisors.

The CBE student needs,to develop and refine the above

office, skills necessa141 ry for job competency. He or she needs
11

to--vactice the skills, knowledges, and attitudes learned to

make classroom instruction more meaningful and relevant. He

or she needs to develop Ood work habits and attitudes to

did in the development of such personality traits as punctuality,

dependability, accuracy, tact, adaptability, poise, and a sense

c)f responsibility that makes for efficient work with a minimum

of supervision.
A
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The CBE student needs to be able to select the particular

job most suitable to him Or her in terms of his or her interests,
0

aptitudes, and abilities. He or she needs to develop feeling's

of self-respectand achievement. Heor she needs to be able 4`

to follow instructions and accept supervision. He or she needs

to maintain good attendance in school and on the'job.

The CBE student needs to be neat, prompt, and dependable.

He or she needs to.develop,sound concepts of personal mange-

,ment through experiences gained from wages received from

training stations and related instruction. He or.she needs

ba:,able to determine appropriate actions between employees,

And to be,able to respond to criticism by supervisors.

CLASSROOM INSTRUCTIONAL ACTIVITIES FOR MEETING EDUCATIONAL NEEDS

With the help of the instructor and selected texts, the

student will write personal data Sheets, complete applications,

demonstrate knowledg of interview procedures by role playing,

and participate in actual job interviews.

Once the CBE student is placed in j training station, he

will prepare A plan for learning his job with the instructor.

The student will then prepare an organizational chart of the

training station, a job description, and his office layout. .

Hewill prepare .a list of goals which will guide him in his

employment adtrancement and a Rlan for Attaining those goals.

The CBE instructor will lecture about and demonstrate

proper typewriter care by cleaning typewriter and changing

typewriter ribbon. Students will watch, listen, ask questions,

and then practice the tasks. The instructor will lecture on



di fferent lc t tele' 'styles, debonst rat e. materials organ ilat

and assist students needed while students. listen, take notes,

watch, ask quo 0.0ns, and then practice organizing materials and

typing lett rs: of different styles, proofreading and correcting
le ,

all errors or mailable copies. This procedure will be.folloWedrr

for typing form memorandums, reports, and manuscripts.

Students will read sel'ectod texts on proper telephone

techniques, the instruct9r will lecture on assigned readings,

and a guest speaker with film and demonstrations from the
41.

telephone company will particiate with students. The students

will practice placing and receiving teleplione calls using proper

'techniques and tape record these calls for later critiquing.

The students will listen to an instructor If'icture then

participate in class discussion on greeting visitors and making

appointments. They will then participate in role playing situa-

tions and .observe each other. They will get actual 'experience

in these tasks along with telephone techniques when they plan

and carry out their employer'appreciation luncheon or banquet.

Each student will act as the class receptionist at least twice

during a semester to demonstrate his knowledge of these tasks.

The students will complete a- review of correct grammar,

spelling, and punctuation, Li ten work some assignmentsHnDthe

BUSINESS ENGLISH AND COMMUNICATIONS WORKBOOK. To practice good
4

'grammar, spelling, and punctuation, the students will compose

letters of different kinds. With th, aid of the instructor and

text. they will compose the following kinds of business letters:

making an appointment, making hotel reservations, acknowledge-

ment, replying to an invitation, transmittal, and thanks.

it)



H

Stndents will study text and discuss in elas"making

travel arrangements by reserving airline, rental car, hotel -

room, and typing itinerary. Thoy will Fl-p-ri pr;tctice making

travel arrangements by simulating Qalls to airline and

rental ;ar offices, writing letters reserving hotel room,

type itinerary, and prepAre a trip folder.

A guest speaker fromsA. B. Dick Business Machines company

will demonstrate different kinds of duplicating profsses as

follows: spinit duplicating, mimeographing, and photocollying.

viiith.the instructor demdnstrating each oS the following pro-
,.

,,cesses, students will prepare a master for duplicating with a

spirit master and a stencil. After preparatiun of the masters,

the instructor will demonstrate and th5 students will practice

operating the duplicating machines to produce copies of the

spirit master and stencil. The instructor will demonstrate dry

photocopying and students will praefice.

lodents will practice proper filing techniques by coin-
,

pletinq a filing -practice.set: Business Filing and Records

Control. In this set, students will h arn to file alphabeti-
c-,

calf, numerically, geographically, and by subject. .

A guest speaker from the U. S. Post Office will discuss

proper Trail handling. Students will read selected:texts, par-

ticipAe in disrnssions, practice weighing mail to determine

correct postage from fee schedules, then practice preparing

correspondence for mailing.

Student: transcribe material from tapes using the

IBM Executory irinscribing Unit usitl? the manual of instruc-

tions ind osing for instructOr assistance when needed.
ga.
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lustluclo r will leturb and demonstrate the tc/fich

mt4,od of the- adding and calculating machines. Students

WI I I pr.aut e .aning a practice book, *then complete sections in

in( MACHINE oFFICE PRACTICE Book to demonstrate ability to add,

subtraet, multiply, and divide on the adding machine; and multi-

ply and divide on the calculating machine.
4

Students will read assignment in texts then give oral

p.)!ts on persOn4I grooming. A guest speaker from the local

modeliyg school will discuss business dress and personal

grolvirq. A fashion show will be conducted in class.- Students

wit! demonstrate knowledge of good personal gtooming and busi-

ness rr ;s by daily coming to class in appropriate buqinpss

'att!re. 1\ luest speaker from a .local beauty college will lec-

r-ur- and demon ;t rate hair styling techniques. A guest speaker

fron, a lo co:.rrt tic studio will locture and demonstrate proper

us=,e c,f makeup. ,d-lidents will practice applying makeup. Students

diiionstrat_e knowledge ,_)f appropriate makeup usage by daily

.oming to class with not to) heavy application of makeup.

Students will read assigned t(Xts arid view films on human

relations. Guest. speaker from local business will lecture on

the impf)tfanec of human relat1f.;ns in any busines.

Students will develop b.idgets.directly related to wages
r

reamed in on-the-job tra4ning. They will practice check writing;

and rr.,.oni i 1 i Trj nk statements. A guest speaker from a local

bank will' dil;(:.uss iiant;ing procedures.

Students will study the role of 'taxes in our society and

will prepare their own income ,tax returns;
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t;t 1: develop confidence and leadership

lattuT utricular club activities ih dECF and/or

If !-; i nc hid(' parliamentary procedure in

, record keeping of finances and minutes

loft wo#kshops, district and state

-o!1 t In bookkeepIng, Job interview, sales demonstration,

IH 1 I and t<temporanitous, speak i ng , food se/NJ 1 "e5, Ilea ti,h,

I!),«« it , r«' rui t ig pi ;ter, photography, and oecupiii t i anal

r t ma t: t. S tudent must also pa rtic i. te in fund era is-
.

, t , opert ing funds, anti COMM11111 ty,;Irld 5(711001

sery it iV1 t

4

;;TTMT1' NEEDS ON TUE JOB

;t adents-a.-iirol led itithrCooperative Business Education

program for the purpose o preparing for a specific occupation
P

or a ,:luster of eifice cpcupations. Students are learners in

d realistic office traininTsituation at the same time they are

students in a related in-school class. The students must de-

(Aare a specific career objective. During the orientation period

for (ME students, the teacher-coordinator functions as a counse-

lor guiding the students in assessing their interests, aptitudes,'

and oaeer objectives to determine the type of training station

for which the students are best fitted and one which will best

heir the students in meeting their career objectives. The

tea ordinator then attempts to match the students to the

available training stations in order that the and the

training stations will receive maximum benefit from the coopera-

tive effort.



whi iht student-learners receive on the job

,t vo, compot t;ney. The' students 'should

Fe ;apervlsel by .a poi ;;on who understands the philosophy of
./

cooperative wort exporience;and one who will work Tiai=Moniously

with the 17eacher-coordinator'i'n directing the learning experi-

ences of the student !i. In order tdkrneeti the needs of the

studetJ-learners'on the job, the supervisor should be a perSim

competent in t he ski 11 s and in the .technical knowledge of office

occupatiobs and Should be able to teach,, those business traits

and attitudes considered -essential to' vocational competency.

The training station should provide a variety of, learning experi-

ences, Rotation through as many'difforemt office-jobs as possible

that are related to the student learners' occupational objectives

is desirabl The student learners also.need the assurance .that

theotelining statibns have good reputations for safe working

conditions and ethical business practices.

EMPLOYMENT OUTLOOK

The employment outlook for the 1970'soby Department of Labor

statistics projects an increase in the number of anagerial,

secretarial, stenographic, clerical, accounting and data process-

ing, office machine operators, and receptionist posi.UPions needed.

By 1980, eighty percen't of the jobs in these areas will require

more educational training and/or re-training but less than a

four-year d(gree. Forty-two percent of the labor force will be

women, many of yhom will be in managerial, supervisory, and

accounting positioi

20



Employmopt of clerical workers is expected to increase rapidly

thr)ugh the mid-19P0's. to addition to jobs created by growth,

thousands ,of cope nings will occur as employees die, retire, or leave

their jobs. The growth in the number ofp clerical workers is ex-

pected to result primarily from the increasing paperwork that will

accompany the expansion of large and complex organizations. Employ-

ment opportunit'ies will be best for secretaries, typists, and other

skallod.workeni whose jobs are not likely to be handled by machines.

Demand fc.,17 these workers will be particul4ly strong in banks,

insurance companies, manufacturing firms, government offices, and

professional service organizations.

As more firms use computers and business machines, routine

clericafjObs such as payroll, stock, 1onk, and file clerks may

be reduced or eliminated. However, as work is shifted from clerks

to machines, new jobs will be created for machine operators, par-

ticularly in large urban business firms. Many clericalworkers,

including ; secretaries`, receptiobists, and others who deal with the

public and who exercise initiative, will not lie affected by auto-

mat ion.

EARNING AND WORKING CONDITIONS

Workers in routine office jobs earn as little as $80 per

week and some experienced and highly skilled employees earn up

to $162 per Ivek. Salary variations within an occupation usually

reflect differences in educational levels, skills required, and

work experience. An example of this is the variation between

Clerk-Typist, and Stenographer. The FLORIDA VIEW states that a

Clerk-Typist Should have a high school education- while a Steno-

graphor is expected to have a high school education. The Clerk-___
0
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Typist must be able to type at_least 40 words per minute with

limited <j- ors, it and concentrate for long periods of time, get

along well with co-workers and the 'general public. The Stenogra-
,.

pher must be able to take dictation in shorthand at a rate of at

least 80 words per minute, type 60 words per minute, maintain the

confidence of the employer, work quiCkly and accurately, and use

a variet,, of office equipment. The weekly salary rangy to be

expected !I; thif.i area of Florida by a clerk-Typist is $75 to $135;

by a C.tcnographer, $80 to $200.

:;,11,:ries in liffrent parts of the country also vary; earnings
.

genpially are lowst in sputhern cities and highest in northeastein

and westei-n urban areas. For example, secretaries a4eraged $141

a week in the North,.ast, $142 in the West, and $126 in southern

office employees work a-40-hour'week in most cities. In

uome, eL:pecially in-the Northeast, the scheduled work week. is 371/2

hours. M(st office workers in large cities receive seven or More

holidays a yoar and two weeks vacation after working one year.

1.,ingor vaeations, basod on added years of service, may range tp

tour week:; or more. Group Life and health insurance plans, sick%,..
A

oonefitu, and. rot r roments plans may be available.

CONCLUSION

\
Throucin cto::';es in school 'alad on-the-job training and experi-

orwos, rHo CBF sludout shoUld have developed a clear-cut career

objocttv( with J firm understanding of the requirements and quail-

propat it ion and training needed, working conditions, and

pros6o,t and yur,rturities pl their chosen careers. Their occupa-

tionil t u. c, will be what lhey make of itl



OCCUPATIONAL CLUSTFRS FOR BUSINESS EDUCATION IN FLORIDA

1"." BUSINESS ADMINISTRATIoN BUSINESS `DATA PROCESSING

Administrative Assitant.

Office Manager Programmer

.Training Supervisor ;) Accountant,, Junior

Training Pepresc;ntative Accountant, Cost

Job Analyst A6countant, Systems

Employment Interviewer Credit Analyst

Personnel Recruiter Supervisor, Computer Operations

Budget Officer Digital Computer Operator

Treasurer Audit Clerk

Supervisor Bookkeeper

Personnel 'Clerk Insurance Clerk

Systems Analyst

Peripheral Equipment Operator

High Speed Printer-Operator

Keypunch Operator

Tabulating Machine Operator

Cashier

Bookkeeping Machine Operator

Calculating Machine Operator

Transit Clerk

Teller

Payroll'Clerk

Timekeeper

Currency-Change Sorter

3i4
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BUSINESS OPERATIONS BUSINESS INFO botePROCESSING

t Chief .Clerk, Print Sil,p
*

ScioretailAil A in444tive-Manager
f, I 1 ,..`

Duplicating Machine Operator ,.A4.10Lnistirati Assistants 4
i

. !

Offet Duplicating MarThine Operator Segal Seretery
A ',v

1 ;

it

A togfatic Typewriter Operator Medicai'Seretary
',..

0

Yields Supervisor

Materials Coordinatd'r

Production Coordinator

File Clerk-

Records Clerk

Quality Control Clerk

Billing Clerk

General Office Clerk

Coding Clerk

Secretary

Technical Secretary

Word Processing Cooidinator

Clerk7Typist

Data Typist

Correspondence Clerk

Chi4ef Telephone Operator

Telephone Operator

Stenogtapher, Junior

Paymaster Stenographer

Ward Clerk Machine Operator

Toll-Rating Clerk Mail Clerk

Rate Supervisor Addr4ssing Machine Operator

.Shipping & Receiving Clerk Mail-Machine Operator

Stock Supervisor Messenger

Stock & Inventory Clerk Hospital-Admitting Clerk

5Delivery Clerk Information Clerk

Transcribing Machine Operator Hospital-Out Patient Clerk

Weigher Receptionist

Progress Clerk Compiler

Dispatcher (Maintenance Service)
)

Survey Worker

Credit Clerk

Medical-Record Clerk
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INSTRUCTIONAL INFOWTATION AND SOURCES USED IN CLASSROOM

Tf,day's :-,ocretari
Gregg Division
McCraw-Hill Book Company

Modern Secretary
George Stuart
Orlando, Florida

Occupational Outlook Quarterly

IBM Corporation
Management Services R9piesentative

(Materials for TBnotypewriters
and transcribing' equipment)

Southern Bell
Education Consultant

Brevara*COunty Film Library

4,

41-Western Publishing Company
>, (films, transparencies, and film strips)

Gregg Division
McGraw-Hill Book Company
(transparencies, filmstrips)

Dictation Disc
(dictation records)

Business and office
What is a Computer
Choosing a Job

Applying for a Job

Encyf.lopedia Britannica Educational Corporation

r:
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A BRIEF SYNOPSIS

OF

DIVERSIFI6 COOPERATIVE TRAINING

4\Diversified Cooperative Trai ing (DCT) is probably one

of toe most flexible programs in the field of education.

It finds itself open to students who are prepared with

a skill and also students who have not yet determined their

area of specialization.
I

If we are realistic with our observations of education,
f

we must agree that a large number of ,young adultS are not

entirely molded or pre-set into one specialized career goal

at this stage of their development.

Therefore, a program such as DCT, which provides the

freedom of personal trialyand application (in some cases void

of a skill or special ability) is vital to a number of young

adults.

DCT provides the individual with the opportunity to put

himself together--academically'and vocationally, personally

and socially, and provides realistic emieriences in the world

of work, allowing for an open-ended fut e.



V

DIVERSIFIED COOPERATIVE TRAINING

The Diversified Cooperative Training Program-may be defined

as a flexible plan for training high school juniors and seniors

of employable age In a variety of occupations by utilizing the

businesses of the community and Industrial eftabrishments as '.

training agencies.

This program is Accomplished by dividing the school day In-

to four hours of classroom study and three or four hours of work

In the chosen occupation of the student. The time element may

vary In certain circumstances due to a particular student's curric-

ulum needs, but the basic structure is generally prevalent. Of

the four hours spent In school., two hours are devoted to required

high school subjects and the other two hours are devoted to study

related to his occupation .under the supervision of hit teacher-

coordinator.

The student receives credit for his study as fellows: One

credit for each subject takon, one credit for OCT General Related

Study, one credit for fiRCT Specific Re.lated Study, and one credit

for his supervised on-ft-I-job training for a total of five hours

credit. These credits my all be used for oolicga entrance should

a student decide to continue his educational pursuits. Credits

In DCT are consideredas electives and are vocational educational

3 1



credits, Therefore, the hours sperif on the Job consist of a series

of work experiences planned by the coordinator In cooperation with

the emloyer or training supervisor. The work experiences come

prise a
4
schedule of procetgis involved In the operation and success-

ful carrying out of the occupational requirements. While on the

Job, students are considerecret bona fide employees and must assume

the responsibilities and duties of regular employees In the paid

oo6upation.

The student learner is paid a wage commensurate to that earned

a

by a beginning employee In accordance with the State and Federal

regulations. The program enables the school to utilize the train-

ing facilities and personnel of local businesses at no cost to the

school system; an4 on the other hand, employers, too, utilize the

school's facilities for training employees at no cost to them.

The program meets specific needs by providing some form of effec-

tive Job training for a large percentage of,boys and girls whose

formal education mighkend with high school graduation, or with

the student dropping out of school., due to financial need or other

reasons. Some form of practical training In which the student

could see relevancy to his edu tional processes immediately had

to be Implemented in order to twin these students in the edu-

cational processes.

Student and community floe ave necessitated the establish--

ment of t"e cooperative approach in education. CoopGrating bust-
,

ness communities have given the excellent on -the -Job training

opportunities that have resulted in successful employees as well

-2-
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as professional, technical, and self-employed persons. Further,

the instructional components in Diversified Cooperative Train-

ing are designed to acquaint and develop students In such areas

as proper personal attitudes and satisfactory behavioral patterns;

the American business syitem of free enterprise; prepare students

(for employment and job advancement through the development of basic

skills deemed necessary for entrance and advancement In a selected

occupational field; to assist the students in the development of

a realistic understan ing and appreciation of the world of work;

and the transition f school to the occupational life or higher

education.

PROGRAM GOALS

The participation in Diversified Cooperative Training will
prepare the students:

I. for employment through e4eriences provided by the coopera-

tive,mathod

2. to correlate knowledge and skills gained through Job train-
ing and classroom Instruction

3. to understand and participate In our American business system
of free enterprise .

4. to .improve personal attitudes, develop satisfactory behavioral

and human relations patterns

5. to provide for sociat growth

STIJLENT NEEDS:

THE DIVERSIFIED COOPERATIVE TRAINING STUDENT NEL5S TO:

A. Possess employability shills
I. manners for Job interviews
2. sample Job applications and resumes
3. simulated and actual Job Interviews

t

-3-



B. Experience on-the-Job training and.develop skills and

capabilities necessary for advancement

I. role play difficult work slilkations

2.. keep accurate records of job attendance, Job sheets,

and related study sheets
3. -periodic personal conferences with coordinator to discuss

job problems
4. evaluations by.employer on Job performance

C. 'Be capable of career planning

I. make a detailed study of occupations In which he

2. construct and write an occupational monograph on

his choice

3. up-date his personal data sheet and write letter

tion

4. review want ads for current available Jobs

5. state future schOoling and career plans

Is Interested
the Job of

of applica;-

D. Develop techniques and skills of leadership and social etiquette

I. complete unit on Parliamentary Procedure

2. view film on Parliamentary Procedure

3. attend and participate in CECF club meeting

4. participate in election of officers as a candidate or voting

delegate In local, district, and state levels

5. 'present speeches on given' topics

6. particUpate In claSsroom group and committee work.;

7. resource persons from community, such as city and county

government officials

E. Know himself--to Identify his strengths and weaknesses as they

relate to others and his occupational goals

I. evaluate his personality
.

2. determine personality strengths and weaknesses and identify

areas-he would like to improve

3. prepare a plan for improvement

4. evaluate his personality improvement

5. complete study. of self-concept

F. Know appropriate dress, grooming, an0 good health habits

I. read and discuss the subject of appropriate,business dress

and manners and the relationship of good health habits to

proper Job performance

2. listen to resource speakers, such as health personnel,

fashion consultants, and cosmetologists

3. participate in a wide variety of business and social events

LI 1
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or activities in which appropriate dress and manners are
rrquirel

4. observe business dress through visitations to various
business firms

G. Be able to communicate with others--oral and written

t. analyze-and write various types of business letters
2. view films on correct and incorrect use of telephone
3. listen to resource speakers .such. as telephone personnel,
/ secretary, radio announcer, and visit community businesses
4. listen to taped speeches
5. give talks to class on selected topics

H. Have an appreclation.for, and understanding of, our free enter-
prise-system and democratic form of government

I. community'resource persons
2. class visitation to local business
3. _units on labor-management relationships
4. community services .

5. field trips to community service clubs

I. Have knowledge of,, and experience in, financial planning

I. prepare'his Federal Income Tax Form 1040
2. correctly compute sales tax
3. construct and maintain a personal monthly budget
4. complete unit on writing checks and keeping a checking account
5. maintain a checking account and a savings account
6.* identify four sources of 'credit
7. compute and compare Interest rates
8. unit on insurance
9. resource persons, such as Insurance agents, real estate

agents, stock brokers, newspaper financial advisors, bankers
10. unit'on Investment

-5-
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COORDINATOR RESPONSIBILITIES

The activities of the teacher-coordinator are many and varied.

It is the coordinator's responsibility to allow for the many varl-

/ antes of each student's character, past training, intelligence love

natural tendencies, and differences in circumstances. The coordi-

nator should be person-centered with a focus on helping individuals

to meet problem areas rather than placing emphasis on isolated

subject matter. He serves as a guide and resource person, providing

the Individual with a chance to discover his own threshold of

patience, endurance, judgment, and innate adaptability to particular

modes of being self - supporting. He also Is responsible for provid-

ing the ind4vidual with a chance to configure himself In various

ways so that work capabilities and incentives mold together.

It Is necessary that the coordinator establish a friendly and

relaxed learning climate, and be Interested In each unique indi-

vidual and concerned about his feelings, views, and welfare.

Specific coordinator responsibilities, corresponding with

student needs, are as follows:

I. Recruit and interview studehts who are Interested in the

OCT program.

2. Select students who can succeed in the program.

3. Orientate the students to the methods, objectives, and
requirements of the program.

4. interest and motivate students toward leadership, folloW-
shin, and social etiquette through CECF, the youth club

ore.)nlzatlon.

5. Provide for indivIdualtpersonality development.

t. 8
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6. Emphasize) appropriate dress, grooming, and health habits
and*present a good example as a coordinator.

7. Provide examples of acceptable written communications and
provide opportunities for students to prepare and make
oral presentations.

8. Utilize community resource persons in areas of specific
Interest or benefit to the students.

9. Promote the understanding of free enterprise and provide
for exposure to local business and government agencies.

10. Assist the individual in money management, budgeting,
checking, savings, investments, insurance, taxation, etc.,
and provide a basic understandingof the general business

0
economic system.

II. Provide current materials and information relative to
occupational opportunities and conditions, and assist the
students in making personal assessments and plans for
thPlr future.
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DEVELOPING ON-THE-JOB TRAINING PLANS FOR
DIVERSIFIED COOPERATIVE TRAINING

OBJECTIVE:

'To explain the procedures for developing a step-by-step
training plan for use by the Diversified Cooperative Trainingb

program.

CONTENTS:

I. TITLE PAGE

II. JOB DESCRIPTION

III. DETAILS'OF AREA OF STUDY

IV. LISTING OF JOB DUTiFS, HAZARDOUS DUTIES,,& SAFETY RULES

. V. ANALYSIS OF JOB

VI. SKILLS & ABILITIES TO BE DEVELOPED ON THE JOB

VII. -PREPARATION OF PROGRESS CHART

VIII. COMPOSING ASSIGNMENT SHEETS

IX. TRAINING AGREEMENT

/



PREPARATION OF TITLE PAGE
FOR ON-THE-JOB TRAINING PLAN

OBJECTIVE:

To understand how to properly and neatly prepare a title page
for an on-the-job training plan.

ASSIGNMENT:

1. Study the sample title page provided.

2. Neatly print the required information on the form provided
in the Worksheet section.

TO THE STUDENT:

1. Locate the title of your job in the Dictionary Of
Occupational Titles.

2. Print the complete title of your job'in the proper blank
on the form pr6vided in the Worksheet Section.,

3. Print your name, teacher-coordinator's name, and company
name of your employer in the space provided.

D-1
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DIVERSIFIED COOPERATIVE TRAINING
Flatler Palm Coast High School

Bunnell, FL 32010

)

ON THE JOB TRAINING PLAN

FOR

Title Of Job

Developed By"

Student's Name

Coordinator's Name

Employer s, Name
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PREPARATIOF OF JOB DESCRIPTION
FOR ON-THE-JOB TRAINING PLAN

OBJECTIVE:
10"

To understand the procedure for composing a Job Description
Page for an on-the-job training plan.

BASIC ASSIGNMENT:

1. Study the sample Job Description Page provided.
2. Compose a Job Description Page.
3. Print the rApuired information on the Job Description

Page providr&

TO THE STUDENT:

1: Complete the title of your job as found in the Dictionary
of Occupation*1 Titles.

2. Read the job description for your job as printed in the
Dictionary of Occupational Titles. Summarize the
information in order to completely describe your duties
at your job training station.

State your career objective in your own words. This will
include the'develOing of proper work habits and attitudes.

4. Read the performance requirements as set out in the form.

5. Choose at least three references from the DCT ',library or
_,from the school media center which you feel will be
interesting and helpful and are specifically related to
your job. Write the titles, authors, publishers, ands
other. bibliographical information in the form as shown.
Codsult with your employer and coordinator for their
recommendations on the references which you should choose

4L
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A. Title Of Job:-

JOB DESCRIPTION

B. Job Description: .

C. Career Objective:

D. Performance Requirements: Training through this plan is in-

tended to qualify the student for the entry level job skills. .

the student will be expected to utilize this training plan

and will be required to perform his duties and responsibilities

at a level of performance as set by the coordinator and the

employer.

Specific References:

1.

2.

3.

S-2 4 3



PREPARATION OF THE DETAILS OF ;AREA OF STUDY
FOR AN ON-THE-JOB TRAINING PLAN

To understand the procedure for developing an outline of the
area to be studied through the training plan.

BASIC ASSIGNMENT:

1. Study the sample Details of Area of Study page provided.

2. Compose a similar outline for your classroom related
studies.

3. Print your outline on the form provided.

TO THE STUDENT:

On this page you will be designing your course of study for
your specific related material. A-conscientious attempt to identify
study, material will result in an interesting, enjoyable, and
meaningful experience.

1. Print the title of your job on the appropriate line.

2. Examine the Table of Contents-in your specific references.

3. In the numbered blanks, write the titles of your specific
references.

4. In the lettered blanks, write the titles of the chapters
which you feel, and which your coordinator and supervisor
feel, will be of the greatest value to you on your job.

D-3



REFERENCES:

1.

2.

3

I

DETAILS OF AREA OF STUDY'

Job

Titles of Chapters:

A.
B.
C.
D.
E.
F.
G.
H.
I.

J.
K.
L.
M.
N.
0.

Titles of Chapters:

A.
B.
C.
D.
E.
F.
G.
H.
I.
J.
K.
L.
M.
N.
0.

S-3
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LISTING OF JOB DUTIES
IDENTIFICATION OF HAZARDOUS DUTIES

.SAFETY RULES

OBJECTIVES:

To list all the duties performed on your job, to identify all
the hazardous duties involved in your job, and to determine if you
have /eceived,adequate safety instruction.

ASSIGNMENT:

1. Read "A Guide To Child Labor Laws" and "The Florida Child
Labor Law In A Nutshell." :Study the sections regarding
hazardous occupations.

. Examine the sample Job Duty sheet provided in the Worksheet
section.

TO THE STUDENT:

Your employer must provide reasonably safe working conditions.
If 7141.2 are under 18 year of age, federal law prohibits your working
in certain occupations considered dangerous. Every job has some
minor hazards which must be identified and avoided, and your
employer should provide whatever specific safety instruction is
needed in order to reduce the possibility of injury to you while
performing such duties.

1.' On the form provided, list under "Job Duties" the duties
you perform each day, on your job.

2. Under the "Hazardous Duties" section identify%11 those
duties which you listed above which could be dangerous
to you and answer "yes" or "no" where the form asks if
you have been given safety instruction in this area.

3. Describe in detail the safety precautions you have been
instructed to follow for the hazardous duties you listed.

D-4
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Name of Student:

Title of Job: ,

Name of Employer:

JOB DUTIES

'Name Of Duty

HAZARDOUS DUTIES

Student: Were you given safety Employer: Was the
instruction for this duty? student given

safety instruction'
for this duty?

S-4A



Describe in detail the safety precautions you have been instructed
to follow for the hazardous duties you have listed on the preceding.
page:

Job Duty Safety Precautions

hS -48
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11.

SAFETY RULES

Sfkrious injury can happen to you, your fellow workers, or a customer
if certain simple safety rules are not followed. Merchandise,
supplies, and equipment must be guarded from damage. What safety
rules are suggested for you to follow at your training station?

134Vroper procedure in lifting:

2. Pyoper procedure in opening cartons:
Per

3. Care in using machines:

4. Other safety suggestions:

a. Special wearing apparel:

b. What do you do in case -of (1) suspected shoplifter; (2)

robbery or holdup?

5. Other safety regulations recommended by your traintig station

sponsor:

S -4C

ti



ANALYSIS, OF JOB

OBJECVE:

1. To make you a more valuable employee by call.ng your
attention to some facts about your training agency which

you might otherwise overlook. ;

2. To provide a checklist of regulations and to increase

your powers of observation.

3. To help you to be prepared in case of an emergency.

4. To help you to examine the various tasks you perform
and to become aware of the skills and opgrations involved
so that you become more efficient.

_ASSIGNMENT:,

1. Carefully complete in ink the pages entitled "An Analysis

( of My Job."

2. To be sure that your answers are correct, well expressed,

and neat; you should first write them on a scratch paper

and be sure they are in the best possible form before you

copy them into the worksheet pages.

3. If a question does not apply to your training agency or

your job, don't leave it blank, but mark it not
applicable" to indicate you did not overlook the question.

f
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AN ANALYSIS OF MY JOB

FACTS ABOUT YOUR EMPLOYER:

1. Exact name of business: 44

2. Exact address:

I. Kind of business:

rt-

4. Work hours: Day Check-in Time Check-out Time Schedule

Monday)
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

5. Name of your immediate supervisor and his title:

6. Your department's:3r section:

7. Check-in procedure (punch time clock, indicate time on sign-in

in sheet, etc.):

RULES AND
r
REGULATIONS,OF YOUR EMPLOYER:

A

State your employer's rules and regulations covering the following:

1. Leaving and returning during working hours:

2. Rest periods:

3. Lunch periods or dinner periods:

4. Describe your company's dress regulations:

Procedure you follow if
V

you are unavoidably abserit or late:

6. Employees' personal use of the telephone:

S-
t ;



7. Use of chewing gum:

8. Smoking:

9. Calling fellow employees by their first names

nee of cobs, cosmetics, etc., while on the job:

11. Visiting with friends while on duty:

12. Eating while on duty:

12. List any pieces of equipment in use in your section or depart-
ment and indicate which equipment you use and whether your
skill is'good, fair, or poor:

13. Much of the work in any modern business involves preparing
forms, reports, records, etc. Make a list of the forms you
deal with (invoices, packing slips, etc.)

TELEPHONE:

1. How is the telephone answered in your company?

2. How often do you use the telephone in your work?

3. Describe the kindS-ol calls you handle:

rtY
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SKILLS AND ABILITIES TO BE
DEVELOPED ON THE JOB

OBJECTIVE:

To identify the skills and abilities which the student-
learner is expected to learn or acquire on the job.

ASSIGNMENT:

1. Confer with your supervisor and request him to identify
the skills he intends for you to develop during your
training period.

2. Request your supervisor to very roughly estimate the
number of days it should take you to develop the skills
listed.

3. List the skills your supervisor mentioned on the form
provided and indicate the number of days he estimated
it would take to attain a minimum level of proficiency.

4. Obtain your supervisor's signature where indicated on
the worksheet.

CO
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1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

1.A .

15.

16.

17.

13.

SKILLS AND ABILITIES TO RE
DEVELOPED OM THE JO!'

JOB DUTIES PROFICIErCY TIME

Signature of Supervisor

S-6



REPARATION OF PROGRESS CHARTS
'FOR THE TRAINING PLAN

OBJECTIVE:

instrutt students how to prepare Progress Charts in order to

have a schedule for evaluating their progress.

ASSIGNMENT:

1. Print you name at the top of the-Progress Chart.

2. IndicaQ in the spaces"provided the date you completed
Assignments-VA" through "H".

4
3. Leave the rest of the form blank. As you complete an

assignment from your specific reference, write in the title

and the date the assignment was.completed. Your coordinator
will then indicate the date the assignment was graded, your
grade, and will, make comments.

; )
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STUDENT'S NAME

C H ART
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Sheet
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.
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54
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C 1 10

U

A
tx.i41
rl

4

CI
4 44

174
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A Title Page

i
B Sob Description Pa
C Details of Area of Study

IHazardous Duties & Safety Rules
E Analysis of JA
F Skills & Abilities To Be Developed
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!
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6

7
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9

16
f
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12

13

15

16

1 17

18

19

20 , ....
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COMPOSING ASSIGNMENT SHEETS

OBJECTIVE:

To familiarize student-learners with the proper procedure
for preparing their own assignment sheets.

INFORMATION:

Before you begin working on an assignment out of the specific
references you have chosen, it-will be necessary for yoU to prepare
an Assignment Sheet.

The purpose of this Assignment Sheet is to structure and plan
your study efficiently and also to let your teacher-coordinator
know what you have chosen for your assignment-each day."

Complete the name of your reference and the title of the
chapter you are studying on the sheet where indicated. Codpose
a well-worded objective for your studying this material - what
you hope' to learn from the chapter material.

Under the heading "Assignment" indicate exactly what you
intend to do for this assignment. State the number of pages you
will be reading. You have a choice of:

1. Taking a test on the material, if a test is available.
2. Answering questionswat the end of the chapter,'if there

are any.
3. Writing a summary of the chapter information.
4. Presenting an oral presentation to the class regarding

the chapter information.
5. Completing a Project based on the chapter information.

t. :
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Student's Name:

Title of Reference:

Assignment

Title of Chapter:

Objective:

Assignment: Read pages.:

Student Work:



kJ/

FLAGLER PALM COAST HIGH SCHOOL
TRAININq AGREEMENT

Firm Phone

Adress

qr.

Agrees to employ tr

Student-learner age Address

as part of the Diversified Cooperative Training Program at Flagler
Palm Coast High School for the school year

TRAINING ACTIVITIES:

The above-named firm andYor employer agrees to furnish on-the-job
training for , a student=learner as a

Job or occupational area
. The teacher-coordinator, in cooperation

# .

with the employer shall develop a training plan outlining training
activities to be pursued by the student-learner. The training period
will commence can or about and will continue
through

WAGES AND HOURS OF EMPLOYMENT:

The starting wage will be $ per hour. Wages, training,
and program operation will be conducted in compliance with the Child
Labor provisions of the Fair Labor.Standards Act, and the Florida
Child Labor Laws.

SUPERVISION:

The employer has in hispossession a copy of the Certificate of Age
(Work Permit) for this student. The employer agrees to assign a
supervisor that will be responsible for the training of the student.
As this program is operated in cooperation with Flagler Palm Coast
High Schoot,rit will be necessary for the temher-coordinator to
periodical4y observe and evaluate student progress. In the event
any party fails to fulfill the intent of this Agreement, this
Agreement may be cancelled.

Teacher-coordinator Employer

Student-learner Parent/Guardian .

r' (a
t. t
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, H A T tJ I4/\ T I 0 N

ON BECOMING

TRAINING SPONSOR

t'0

Presented to -you by
ELIZAII.:Ti: G. LI3413, ";or)r.r) Lnator

Diversified Cooperativ-: Training

ROBERT JEITI:TICU, Coordinator

Cooperative Distributive -Education

Home: 7(,7-7819

Seabreezo Senior school

2700 7'1orth 014n.ndei.. Avenu,

Dayton-i B-ach,s 21orida 32018

Please call us for as;:Lstanc,-3
School: 677-7010



CONGRATULATIONS. . .

. . .You have agreed to take a serious, but rewarding, responsibility

in the training of a high school Cooperative Education student. You

are to be commended for your community spirit. It is recognized that

without you, your cooperation, and your business organization, this

program of training would not be,possible.

This handbook was designed especially to assist you, the train-.

ing sponsor. Its intention is based on the belief that good training

is the result of knowledge plus understanding and experience. Your

choice as a training sponsor is indicative of your success in the

business community. You have much to offer, and your business estab-

lishment will become a laboratory of working- learning experiences.

Your success as a training sponsor will depend a great deal upon how

closely you work with the teacher-coordinator. The coordinator's job

is to assist you in the training of the student. Never hesitate'to'

call when this assistance is needed.

With:n these pages, you will find factual information which will

aid your familiarization with the Cooperative Education Training Pro-

grams at Seabreeze qenior High School (Diversified Cooperative Train-

ing and .gooperative Distributive Education) -- their philosophy,

objectives, organization, curriculum, and field of service. Now that

you are a partner in education, you will want to avail yourself of

sugvestiens for teaching, supervisi n and training. Since this is

a cooperative venture, the suggestions work both ways--make them to

the coordinator whenever you believe there is room for improvement.

They will be sincerely appreciated.

oonvratulationp on becoming a training sponsor. You have

made a sound inve7Ament,in youth, free enterprise, and America's future!

.1



A DEFLATION OF TERMS
(As Used in Cooperative Education)

Basic instruction 13 sometimes called "group discussion." It is the part of the
curriculum which deals with the study of general business activities.

Cooperative part-time indicates that local busines6 organizations, the school, the
home, and the student all work together to accomplish the objective of
training the student in a worthy occupation. 'Part-time" refers to the
training hours; the student Spends half of his day in school and a half day
on the job in a bona fide training station.

Coordinatr is the school's representative who not only is a classroom instructor
but also works with local business persons to place sVidents in a training
situation and to coordinate the classroom study to the student's individual

...training needs.

Distributive Education is a program of instruction in the field of distribution
and marketing designed to prepare individuals to enter, progress, or
imnrove competencies required in an occupation.

Diversified Occupations Program is a cooperative training program conducted by
industry or business and the school, in which learners in-two or more
general occupational areas work and study under the direction of one
tearher-coordinator.

3pecific instruction is sometimes called "individualized instruction." It is
that part of the curriculum which provides the student with closely super-
vised instruction which t related directly to his job and chosen occupation.

Trainee is the student who is enrolled in the Cooperative Education program and is
employed in a bona fide business establishment which has been approved for
teaining.

Training rfaan is a preplanned schedule of work experiences which is set up as a
guide for the training sponsor and the school. The plan is devised with
the individual studeht and his training objective ad the primary considera-
tion. Even though it carries the signatures of the student, the parent,
the school, and the business establishment, it should not be interpreted
as a work contract.

Training seonsoris the person designated as the student's supervisor on the job.,
1I confers regularly with the coordinator to help carry out the training
objective.

Training station is, the designated mina lased to refer to the business establish=
ment where the student is placed. This place of business must be.non-tai
supported, fre2 enterprise, and engaged in the pursuit of honest business
activities. the student must be an employee of the business and must be
earning wages, aeceptins responsibility, and performing job duties which
provides mutable training.

Vocational is a term applied to that education which teaches by doing. Coopera-
tive Education 13 vocatio 1 in nature, because it teaches the student to
make practical applicatIon f the knowledge which is learned in the class-
room, helping him relate it rectly to his job duties.
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WHAT IS COOPERATIVE EDUCATION TRAINING?

. . . They are high school training programs--for Junior and Senior
students, at least 16 years of age.

. . . These programs offer on -the -job. training. 0

. . They operate under the supervision of the local school admini-
stration.

. .'. They require the cooperation of the local business community.

WHY ARE THESE COOPERATIVE EDUCATION TRAINING PROGRAMS NECESSARY?

. . . Only one out ,of four high school graduates is college bound.

. . Business needs workers with some experience.

. . . Business needs high school graduates for many jobs .1111

. . . Cooperative Education Training produces high-school graduates
with working experience.

. . . New methods of business operation and advanced techniques
require more specialized training for employees.

. . . Increasing competition demands greater productivity from
employees, lower personal turnover, and maximum efficiency.

. . . Trained employees can reduce expens6s.

. . . Business is the essence of our free enterprise society.
Through tine training of our young people, we (the business,
community, and school) can prepare them for the future world
of work.



IMO

ADVANTAGES OF COOPERATIVE EDUCATION TRAINING
TO TIE COMMUNITY?

They provide a source of well-trained and qualified future employees. --

They train young'persons in your organization to net your job speci-
fications.

They enable student-trainees to demonstrate- their enthusiasm, erlargy,
and fresh ideas.

They establish good Community relations, allowing the businessman
the opportunity to cooperate with the schools in public education.

They assist in rtaining young workers in the community upon comple-
tion of high sehool, because tney are trained to become full -time
workers.

They establish a link between business, -home, and school allo4ing
the businessman an influential voice tu school affairs.

They aid in reducing labor turnover and training costs.

They allow the busihess to provide a work-experience laboratory for
training- in business and professional services.

They aid in makiw r.01a2 eee 70:.30:0110 c)f their own train-
ing needs.

, .

They establish en atmosphere of responsibility among employees who
are assigned as training sups visors.

They create depi2ndabil_-.ty and hood work habits among young persons.

They promote training with occupational, objectives in mind.

Al
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10.1 DOES THE COOPERATIVE EDUCATION TRAINING PAL OPERATE?

In the Classroom.

The student is enrolled in academic subjects along with
a regular class in Cooperative Education Training.

Instruction is both basic (generally applicable to the
entire field of business) and specific (related directly
to student's field of training.)

The coordinator coorrelates student's specific instruction
to job requirements and individual needs.

The student spends half of his day in classroom instruc-
tion and half a day in a bona fide training experience.

On the Job

Students are screened by the coordinator for aptitudes
and interests, but the training sponsor makes the final
selection.

Students become members of the business organization's
staff- of employees on a part-time basis, receiving
regular wages.

Students learn by doing, putting into practice th*know-
ledge which they have gained through classroom study.

Students work a minimum of 15 hours weekly, on-the-job,
and attend le hours of weekly classroom instruction in
Cooperative Education Training.

students are supervised by trained, experienced employees,
according to a preplanned schedule of work experiences.



WHAT 13 THE MORDINATOR'5 RE3PONSIBILITY TO YOU?

To provide qualified part-time student-trainees who will mature
with job experience and become proficient employees of the organi-
zation.

To assist in establishing a suitable training program and schedule
for the individual student-trainee.

To revelop individual study guides for classroom work which will
provide the student-trainee with specific information which relates
directly to his job and the area of training.

To work closely with you, the training sponsor, to insure a sound
training program for the individual student-trainee.

.To-evaluate the student-trainee's progress regularly to insure.
s7Aisfactory job performance.

To maIntalm c1o; working relationship with the management and
training suprvisors.

Tr as list you, the training apormori in every way to fulfill each
student-trainee's occupational objective and training needs.

V



WHAT ARE YOUR RESPONSIBILITTF,S TO THE COORDINATOR,
THE STUDENTS, AND THE SCHOOL?

To provide suitable employment for part -time student-trainees,
offering ;in opportunity for job experiences and learning.

To plan a work schedule that will lead to job progression and
rotation of duties as the student-trainee develops ability and
skill.

To appoint a qualified, experienced employee to supervise the
student-trainee on-the-job, following the training plak wherever
possible.

To work closely with the coordinator in carrying out the student's
training objective.

To encourage the student-trainees to develop good work habits and
attitudes.

To provide the coordinator with training materials which your
organization may have on hand.

To volunteer to speak to student groups, club organizations, and
in classrooms about your business, its opportunities, and its
career possibilities.

To make suggestions which you think could or would improve the pro-
gram and strengthen the training.

To encou rage other businessmen, such as yourself, to engage in train-
ing activities. -

To pay a f9ir and equitable wage in relation to the student-trainee's
skill, ability, and experience.

To make the student's work hours sufficient for training, but to
allow reasonable time for study and relaxation.



S11GGESTION3 FOR TRAINING A STUDENT IN YOUR ORGANIZATION
vi

Orientation to the business, employees, and operation is vital.

2. the student to a training supervisor, give him a defi-
nite sche bile, and instruct him in job responsibilities.

4.

.

Acquaint him with payroll procedure) personal policies, and
rules and regulations.

Pit nim on your team and remind him that he Mustbe productive
ah,! dlpendabie and show ability to progress..

d Remind him that he is in a training situation and that you will
him tr) perform to the best of his ,ability.

Inform him that you and the coordinator will evaluate his work
regularly and that you will grade his job performance and
progress.

7. Inform 5tuaent his acceptance as an employee and'iet
him know were he stands with you; never keep him guessing.

iteward the student with a pat on the back for a job well done
.tc readily as you v)Utd, criticize him for errors and lack of
judgment.

Teach him the importance of profits to your business and to
himself; evert high standarls of work and productive perfot-
manee.

10. Guide him in devqoping paper work habits and attitudes, .and
lh,lp him increase his skill and knowledge.

11. r;orreht faulty judgments and improper techniques before they
become habitual.

12. Confer with the coordipator regularly regarding the student's
training; keep private matters confidential.
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SUGGESTIONS FOR TEACHING STUDENT-TRAINEES

Step 1 Prepare the learner. Put him at ease, thoroughly explain-
ing the why before showing the how. Make certain you have
his complete attention and that the trainee understands
before proceeding to next step.

Step 2 Present the material or procedure to be learned. Present
one point at a time, ask the trainee to repeat the process
or to give back information, explaining 4why" as he does so.
Question the trainee frequently, correcting errors or in-
correct procedures. Long or detailed processes should be
brbken into smaller units for easier explanation. Never
assume that the trainee knows 'remember that procedures
familiar to you will be foreign to him.

Step 3 Demonstrate when possible. Always show the trainee, allow-
ing him to repeat the process. Illustrate a task to be
done, use an example, always show more than you tell, and
correct errors immediately.

Step 4 Apply the learning. After your detailed explanation, have
the student demonstrate the procedure, showing how he would
perform under actual job situations, and present problems
to check his reasoning..

Step 5 Check the learner. Observe the trainee under actual working
conditions. Correct faulty procedures and techniques,. and
test trainee's knowledge and understanding. Make certain
he knows where to get assistance. Check his judgment.
When the trainee is ready for the job, let him assume his
responsibility; this is the best possible proof that you
instructed well.

VI



SUGGSSTIONS FOR SUPERVISING THE TRAINEE'S WORK

The trainee you have employed is a human 4ynamol,bubbling with
energetic enthusiasm and full of young ideas--but lacking in self-
confidence. He is eager to please and wanting acceptance by
the employees and management.

Your job of supervision is largely a matter of allowing the
trainee to find himself. You will be required to exhibit patience,
understanding, 'tact; tolerance--all mixed with a sense of humor;

1. , Assign work with reasonable bounds of physical strength.

2. Recognize that young people lack adult muscular coordi-
nation and sound judgment.

Remember that youngsters have outbursts of emotions and
exhibit poor havior at tides, rebelling at authority.
Ignore them ( f possible) and the situation will correct
itself.

Give criticism fairly, without emotion, and let trainees
discover their own mistakes. .

y. Use the "We" rather that "In approach.

6. Put trainees on your team, treat them as adults, and reward
good needs with added responsibility.

7. Give instruction clearly, telling why as well as 141:.

8. Expect the best, from trainees; never accept poor quality;
teach them pride in a job well done.

9. Set a'good example for trainees to imitate.

10. Point trainees toward a goal and help them achieve it.



Seminar in Vocational Education:
4 b

The Needs of Students in Distributive Education

Prepared for:

Professor Hudson
EMB 519, Seminar in Vocational Educa,tion

Rhea Lightner, Chairman
Norman McCuen
Murray Oppenheim
Bob Speilman
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I

Distributive Education is a program of vocational instruction in the field

of marketing and distribution. It is designed to prepare individuals to enter,

to progress, or to improve competencies in distributive occupations. Emphasis

is placed on the development of attitudes, skills, and understandings related

to marketing, merchandising, and management.

Distributive Education is a cooperative effort whose participants are

1 ..

educators, students, and businessmen in the field of distribution. Improved

skills and understanding enhance the value of the Distributive Education

trained employee and subse uently enlarge his scope of endeavor in the field

I
of distribution. This inc eased efficiency and enlightenment through education

results r mutual benefit to employee and employer as well as reflecting

professional dignity and status to the profession of marketiny,.

Distributive occupations are those followed,by proprietors, managers, or

employees engaged primarily in marketing or merchandisingAgoods or services.-

These occupations are found in such businesses as retail and wholesale trade;

finance, insurance and real estate; marketing services; 'manufacturing; trans-

portation, :-,Lorage, utilities, and communications.

4
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DISTRIUMVE EDUCATION , FIRST Mk_

Orientation

The distributive education student has a need:

_fr

.
...to understand the plrposes of the Distributive Education program including

thy secondary, post-secondary, university, and adult levels of instruction.

...to relate his present and future career goals to the Distributive Education
program.

...to indicate through explanation his attitude, interest, and awareness of
course content in the Distributive Education,program.

...to identify qualifications, responsibilities, and opportunities afforded by
DEGA, and the educational and monetary benefits derived from being a,
Distributive Education student.

to recognize the basis for the evaluation of his performance, both in
class and on the job.

...to identify five sources of information relative.to employment opportunities
irj marketing.

...to secure permisSion from a person to. use his name as a character reference.
by either telephone, personal contact, or letter.

...to develop a personal data sheet.

...to secure an appointment for a job interview by either telephone or letter.

...to complete a standardized job application form according to directions.

...to identify and evaluate strong, and weak points from an observation of an
actual job interview.

...to use appropriate interviewing techniques in applying for a job for which
he is qualified.

...to follow up an employment interview by writing a personal letter of appre-
ciation to the businessman for the interview.

...to write a self appraisal of his personality including both strong and weak
points.

...to identify general personality 'traits and adjust to them in accordance
with the principles of positive Inman relations.

...to offer positive approaches to involvement in community activities that
personally relate and identify him with the community in which he lives.

...to write a personal evaluation report which reflectsoand demonstriates his

initative, responsiblity and resourcefulness in his home, his job,, school,

DECA, and the community.

7C a



. to analyLe-his own health hAbit:-; they relat to good physical health and to
identify suggetions for improvement in his daily living.

. to act:ept and Apply company policies and operational procedures in his
.

working relationships and job !Atuation.

. to demonstrate and identify personality trait and qualities in which he has
shown growth. in maturity during the course of the year

(
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?t1TIVI: EDUCATION, FIRST YEAR

Mer,chand is Se l I ing

The distributive educ lion student has a need:

...to contrast the difference between retail and wholesale selling in our
American economy.

...to describe the employment qualifications baic to success in the
sales profession.

...to conduct a sales presentation in accordance with the standards
set forth in the DECA handbook.

...to identify buying motives which influence the selection of a product.

...to react to at least five customer types in given situations.

...to analyze personal strengths and weaknesses as they relate to employment
qualifications which are basic to success in the sales profession.

Merchandising: Advertising

...to understand the contribAcihs which advertising has made to our way of
life and indicate the importance of advertising to the business world.

...to determine the advantages and disadvantages of the various advertising media
on the basis of costs versus market reached.

...to evaluate the effectiveness of selected newspar4r and magazine advertisements.

...to demonstrAte his knowledge of an effective layout by developing fur
layouts for newspaper advertisements.

...to develop the copy and the layout fora television commercial.

Merchandising: Display

...to identify the various types of window displays.

...to select the type of interior display most appropriate for given types
of merchandise.

...to distinguish between formal and informal balance.

4 ...to recognize monochromatic, analogous, complementary; and multi-Color
schemes.

it
...to evaluate the ffectiveness of a display in accordance with the

standards set girth in the DECA handbook.



Merchandising; Merchandise Planning and Stock Control

...to identify five types of buying practices.

..:to determine "open-to-buy" from giveh information.

...to complete an invoice and related forms from a given purchase order.

...to describe three types of delivery procedures.

...to complete a receiving report and related forms from a given incoming shipment
of merchandise.

...to arrange the steps taken in the receiving process in the appropriate
sequential order.

...to determine where merchandise should be received, checked, marked, and
stored on the basis of a given basic floor plan of a retail store.

...to identify stock classifications according to given locations.

...to select the appropriate type of price ticket from given descriptions of
merchandise.

v

i...to mark a price ticket appropriately from given information.

Merchandising: Consumer Credit

...to explain the advantages and)
consumer credit.

...to recognize and discriminate
credit plans.

disadvantages to a business in offering

between the different types of retail

...to identify the major sources of consumer credit.

...to describe the,types of collateral normally required by each of
the major types of consumer credit institutions. 10,

...to determine the credit risk of an applicant by evaluating his capacity
to pay.

...to identify the sources of info Lion which a business may use to
investigate a credit applican and to describe the types of information
which each source may be ex cted to furnish.

...to delmirie the credit limits which should he set for a credit applicant.

I
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.DISTRIBUTIVE EDuc \TION., FIRST YEAR

Marketing. inlbur Economy: Economics

...to identify and relate the impact of our economic system upon his everyday life.

...to describe the major economic processes and explain how these processes
serve to satisfy human wants and demands.

...tovidentify his role as an employee in the economic process of production
and recognize his relationship to the other factors of production.

c

..to differentiate between direct and indirect exchange.

...to differentiate between the types of income distrib1ted to the factors
of production.

...to recognize and describe the role of consumption in our economic system.,

...to contrast the standards of living under capitalism, socialism, and communism._

...to identify the effects of local, state, and federal regulations on and partici-
,pation in our economic life. A(

Marketing_in Our Economy: Marketing

...to recognize the application of economic principles, processes, and
concepts through marketing activities.

...to discern the importance of marketing activities in his local
community, his state, and in the total economy.

...to identify the eight functions,of marketing as they are implemented through
business practices in his local community.

...to 'select the appropriate mode of transportation for given types of
merchandise.

...to distinguisI between private and public warehousing and identify the
unique services of each.

...to determine the appropriate method of storage for given types of merchandise.

...to recognize management practices which serve to minimize business risks.

...to identify the distinguishing characteristics of the various types of
retail organizations.

...to discern the distinguishing characteristics of the various types of
'wholealers.

identify husines institutions in his local community. which facilitate
the marketing process.

...to select the appropriate channel of distribution for given types of

merchandise.
1 78
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DISTRIBIlLIVE 1:!PS1 YI/W

tlr Zat ion, .r4 ion mid ![irance : irgan i zat ion

The distributive education student has a need:

...to define and distinguish between the major types of business ownership.

...to understand the advantages and disadvantages of each type of business
ownership

...to prepare a written partnership ag4-eement and the basis for a formal
corporate charter..

define the need for and the principles of an effective internal
organization.

...to differentiate between the three types of organizational plans.

OrIinizntion,Jocation, and_Pinance: Location

...to develop a check list for conducting a survey to ascertain the profitability
of a given location for a given type of business.

Ito identify at leastven major types of shopping districts.

Oruanization,Location,_andjinancy Bhsiness Finance

...to identify and describe the types of capital needs in a given business.

...to enumerate the factors necessary for determining the capital needs
in starting 'a given type of business.

JO identify at least seven sources of busingss capital irr his local
,ommunity. .

1



DI51RIBUTIVE lIRST YEAR

Marketing hnagement

The distributive education student has a need:

JD define and describe the major responsibilities inherent in marketing
management.

...to enumerate the factors necessary for consideration in planning
and/or selecting a rpoduct for manufacture or distribution in a given business.

4

...to recognize the state in the life cycle of a product in which a given
product is found.

...to calculate the price of a product using the otal cost plus markup
approach and the average cost plus percentage markup approach.

...to identify and -explain at least eight pricing,policies.

...to relate the major objectives ofitromotion management.

...to determine the basic promotional policy for a given type of business.

...to outline the major element4 which 6hould'te included in a personal
program for sales personnel.

...to determine the degree of market exposure necessary to maximize profits
for a given product.

...to reccignize the differences between vertical and horizontal integration.

78
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DISTRIBUTIVT'. IIPLVTIn%, SEMbUTAR

Personal Success: Setting Yourself lip For Success

The distributive e!ucation student has a need:

...to identify the role of human relations for supervision in marketing and

...to recognize opportunities in which hp l';\able to practice human relations.
as a beginning supervisor.

...to evaluate the human relations performance of other workers in marketing
and distribution in respect to possible advancement into supervisory
responsibilities.

...to exhibit in himself the qualities that an employer has a right to expect.

...to.analyze his own personality and to make a plan to develop himself to
be a more promotable distributive employee.

...to identify functions that are chiefly supervisory in nature from a list
Of management functions.

...to decide ho'. much authority should be delegated to correspond with
specific example of a need to delegate responsibility.

...to be involved in decision-making according to a typical supervisory
situation in a marketing and distribution business.

"2 9



DISTRIMITIVE EPUCATION, IACONO \TAP

Merchandising II: Buying

The distributive education student has ,-a need:

...to recognize the impottanLe of the buying function in any
retail business.

...to analyze the merchandise division of a retail businf.ss and
explain the duties of each employee within that division.

:..to relate the duties of the merchandie division with the other
divisions with a retail busines.

evaluate the qualifications necesary for becoming i '-alyer.

.to evaluate the various methods a buyer tr;es to develop !i

buying plan.

...it create a stock plan utilizing stock ,lalisifications
(

price, size, and color:

...to determine"open-to-hi. ff
) ' unit or do liar cont rol

...to understand that the basic principles of data proce.;sin.
are basic regardles!: of the method of processing employed.

identify the difr,,rent types of data prooe,sin lied in
merchandise ,-ontrol.

...to evaluate the type of data procesin method mo:t 1ppropriat,
for different size di:!-trihntive husine; operation! .

...to understand stock turnover, and dertiontrate how 0)MpUtril,t1
sales information increases the rate of stock turn.

...to explain the several kinds of discount:, and dati1
to the retailer.

...to use a buyer's procedure:- in writing eider- for mel,kand!

Merchandising ',ale- Promotion

...to decide what items : Lunne5-,s should'pro:!ote al valio!! tirf
of the year.

...to determine -hat advert' ing media a mall busins', any!
department :>1.nro emple,,- to promote ,1 (

merchandise o,

...to develop A tIeyil,le proviLtional Yud.get !flit. al!
and past pertormance recorl-

8 0



. ..to compare the marketing an communications perpectivo:-;
adve,rtiahg.

...to recognize classifications and scopes of advert: ig
relationship to a company's advertising effort.

...to create an effective plan of window and-interior di-play
that repeat the sales message of a store's advertiing.

...to be able to evaluate a store's "Customer Image" by an an:11 i

of that i,tore'',
, window and interior di.,plays.

...to compare vari(ius interior an v,indow displays for their
selling power for various types of meraandise.

...to be able to con.,;truct a window an interior.diplay from
his own plan.

...to prepare a joa analysis of a fashion coordinator's position
slr)1-:ing her relationship to the Merchandise and sales promotion

. ..to --aluate the qualifications necessary to hecorle a display
man,;ger, an advertising manager, a fashion coordinator, and
a sales promotion manager.

/, ,.lop the ability to plan a sales `promotion shoving the
intei-elationships- of the sales promotion and merchandi,

ions 'including the advertising, display, recirvinr and
ma7r,,; departments plus the fashion coordinaior.

.. to a.se,4s the success or failure of a specifi promoti-n
lased on the communications among various depar!mont

cr,e,.ating with the sales promotion division.

:lerch:clOtHriy,_ The Art ct 1;el1ii,

..to 'inderstand the role the "' salesman" has played in the to
of AmeriCan economy.

. ..to 1,,rmulate a,pPin of action that will i.;mprove hi' abil t,-
to :,1:,:ceed a5.: a salesperson:

...to evaluate tl-e pre- approach plans of an automobile alem:In
and insuranoe or real estate salesman.

...to N'OSS various types of,approaches as to their effectivene-
in Paining entry for an outside salesman.

...to prepare a sales presentation that will successiully iniludr
the five buYing decisions that a customer must make.

...to be able to incorporate into his sales presentation an
effective demonstration of the use of a product or service.

8 1



..tto'he abb.- t handl,: various types of i_ustomer
objections.

to t.iadeTtand t e seven techniciues o-ften wied.t4 "cloi,e" a
s

...to,effectively use. suggestion

...%ttO.plan a sales' presentation which is both believab-le and
. complete enough to close a sale.

createa plan that' ill increase hisicustomerelientele
for a product or service incorporating the necessary records
that should be kept.

".Merchandising II: Consumer Credit

...to analyze the advantages and disadvantages, of a businessran
extending credit to his,customer-,.

...to design an organizational "chart fora credit department
for a small company, a medium size company, and-a,large company,
showing the personnel_neede& in each and their respective
duties.

,

...to unaeltand t1.12. role of the.` credit bureau in the business
society today iMeludingnew government regulations conceirning
'customer-information, A

...to establish a billing system, for a business of his choice
determlniig the methods to be useJ for billing and controllir4,
of aging -accounts.

..to he ab*to evaluate a series of delinquent accountnd to
determin the type of 'collection techni.ques that should he
used to collect each account.

to determine the amount and type of account information
credit, manager will find ecoLdmicaily fasiCle to have a

computer proces:i for him.

...to devise acredit program for a business that wi compas:.
system[ of credit investigation, authornation, and colloc,cti.)n

systemS-including I ctroni,:. Data Processing:

A



DISTRIBUTIVE LOW: CCD. YEAR

Organization, Lavout, ,and FirLinc: Organization

The distvibutive education student has a need:

. :'.to understand the trinciples and characteristics of an effective
. structured business onianization.

...to istinguish. the chracteristics and responsibilities of
different organizational structures.

...to develop solutions to the problems of'the human element and
`personnel policies in-staffing an organization.

. -, to comprehend the trends in a structured organization.

...to apply-the principles of leadership through motivational
incentives, and supervisory techniques.

Organi/atioTtyLarut, and Finance: Store Layout and Design

...to create an effeciive,'modern exterior store detign.

...to assess the most efficient and effective use of interior
space, color', equipment, and'fixtures.

Organization, Layout, -arid Finance: Finance
.

...to recognize the importance of a sound acconting system
in business.

...to interpret' busjegIss reports ar d recorci.

..:to be able to develop an appropriate procedui-e for maintaining
adequate liquidity within a given biasincss.

Mit

...to be able to. formulate a s014-id insurance,pro'gram for a
distributive business concerti.



DISTRJBUTIVI EDUCATION, SECOND YEAR
4

Marketing in Our .Economy II

The'distributiveeducation student has a need:

..to know tne'importance of economic growth.
0

...to be able to differentiate between the components which
comprise the (;ross National Product as it is used to measure
economic growth.

...to distinguish between monetary and fiscal policy.

...to recognize the various phases of a typical business cycle,
the major reasons for its causes, and the fiscal and monetary
actions which should be taken to stabilize fluctuations.

...to recognize the contribution of marketing to our economy
and to the social process:

...to synthesize the elements which comprise the marketing
concept .

...to understand the differences in implementation of the
marketiak concept in agricultural and industrial marketing.

...to be able to appraise the importance of agricultural and
industrial marketing in the American economy.

...to be able tr differentiate between bilateral and multilateral
trade.

...to be able to appraise the need for and importance of inter-
national trade, the governmental regulations which affect
foreign trade, and the international agenCies which promote
lande between nations.

...to ana Te the impottance of international marketing in the
world economy and the contribution whcih can he made by it
in pr moting world peace.

rV

Or.
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DISTRIBLFIVY :ION, SECOND YEAR

Marketing ;!,lanamentII:

The distributive education student has a need:
b

...to be knowledv,eable of the term "the consumer market's and,
able to analyze those factors affecting the consumer market:

...to distinguish between metropolitan, regional, wholeshe, and
national marketing areas.

...to recognize the characteristics of an industrial consumer
as opposed to an ultimate consumer.

...to evaluate future consumer buying -trnds based on present
age distribution.

...tO assess consumer expenditure patterns with a variety of
income changes.

...to ,!ifferentiate between inherent'and Amemmaconsumer buying
moti-es.

...to c,,mpare the influencing combinations of choices of the
4

p

s-s

family on buying.

...to identify anti - Categorize the major levels of social class
a7s"they relate to one'; socio-economic status.

...to, evaluate preent factors affecting- present and future
,:onFumer bi.i.ying behavior.

...to al-praie Isyc:Iological factors affecting behavi9r changes
and trend.; they relatte to consumer purchases.

...to dLiteratiate between cash credit, charge accounts, and
'installmert credit.

...to 1. i ual F tL(! relationship of product, promotion, and
pr L-

...to compare tangible good with an intangible good.

...to under3taiid produvt planning and its importance especially
in,relat;ion profit.

...to b, able p determine responsibility for product planning.

...to be !ible to compares the incentives for product' management.

...to he Ihle to judge product policies.

...to know the importance of "brand" in merchandising.

...to distinguish between the four types of brands.



...tf) be. knowledgeable of "packaging" and its importance in the
total product promotion effort.

...to be able to identify 'four characteristics of gobd package.



This material ha been taken largely from manuals published

by State of Flrrida, Department of Education. In addition to

films and film strips.

1
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Outline

I. Aims of Education

II. Overview of Vocational Home Economics

III. Clothing Production

IV. Food Management

V. ?ilmutripr Jobs for You, It's Happening in Home
Econom

VI. Earnings in Home,Economics Occupations

VII. Emrloymeit outlook

VIII. Extent to which our rrogram meets,the students needs



ae*

Sti

"he :teals might be quoted to student'; for their

consideration. F-osnibly, many students do not understand wh t

we are really try i ng to do for 'hem.

Aims of Education

1. To acquire so!abie s<ills and the understanding and
attitudes of successful workers.

2; ro develop ,'ood health, physical fitness, and mental
health.

3. To understan aul fulfill obligatipn] in the coal-,
munity, state, nation, and world.

4. To learn about con-iitions conductive to successful
family life.

5. ro purchase and use goods and service

6. To use leisure well.

7. To develope respect for others, to live and work
cooperatively with others, and to grow in the .oral
and sriritu -1 values of life.

Q. ro think rationally: to express thoughts cley
and to read and listen with understanding

If we analyze the abo/0 .ftems, we see thit what th9r add.

ir, to is "ofyi Ci'lzenship." What better approbation can be

bestowed on anyone?
qb.

1
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OVERVIEW FOR VOCATIOAL dOME ECONOMICS
PRODUCTION Re SERVICES

The philosophy of Occupational Home EconomiCs Super-

vised vrogrami in Florida. is to educate interested students

who can benefit from training in methods of industrial pro-

duction and services. 4

The instructional objectives of this program are to

meet the needs of the student so that he will be able to

. Develop acebtable attitudes toward the world of
work.

. Acquir-e knowledge and practice of employability
skills.

. Set, up a work schedule for Mb accomplishment,

. Acquire knowledge of policies and procedures to
maintain-complete inventory of storeroom.

. Have practice in the procedures for receiving,
requisitioning, issuing, costing and controlling'
of supplies.

Relate procedures for the above to maintain an
accurate boot:keeping system for cost accounting.

. .43cognize career opportunities.

. *Record progress reports for follow-up record.

Food Management

. Plan menus for different types of food service.

. Set up service of food for liffePent types of
food oPerationa.

. Be knowledgeable of ind practile the legal aspects
of food handling.

. Be able to purchase food service supplies and
related items as they relate to menu, format,
vendors and various types of olie-,tele.

2
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. anage time and evert: ne!dod for a variety of

fool prodlicYlon teculiques in a day's work.

. Learn the use and *care of eluipment to pr along

t:le. Life of tAle equipment and to use tne 7quip-

ment to better advanta,?:e.

. Learn to look for recent trends in the f -

dustry.

. Acquire kneledpe and develop attitudes and skills
which are necessary foil entry level employment
and advancement in jobs related to food and nu-'

trition.

Clothing Management

.
Acquire knowledge.and develop attitudes and skills
related to construction of clothing.

Acquire 'knowledge and develop positive attitudes
.and competencies in selecting, using and caring
for equipment, books and supplies necied for
construction and care orclothing.

. Acquire knowled,,e and develop attitudes and skills

related to planing. selecting, using and caring
for text.ilos and clothing.

. Acquire Knowledge and develop at;dtudes and skills

in making consumer decisions related to textiles

and clothing..

. Acquire knowledge and develop attitudes and skills

in seleetim,- 'extiles according to anticipated

use.

Acquire knowledF=e related to aesthetics of teX-

tiles and dress.

It

. kill relate too social. and psych ogical impli-

cations of clf,thh-1,, to person:it, family, ipl

Ivocationll clothng concern.

.
Acquire tznoyledcre and develop attitudes And skills

necessary for<entry level employment and advance-

. ment in jobs related'to textilps and clothing.

3
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OUTLINE 'mit VISUAL ITS/CN

1. importance of design

2. Kinds of design

a. Structural

b. Decorative

3. Elements of design

a. Line

h. Shane or rorm

c. Space

d. Texture

e. Color

A. Principles of design

a. Balance

h. Rhythum

c. Emphasis

d. Proportion

e. Harmon.,

4



nUTLINF FOR TEXTILTS

I. Classification of Fibers and Fiber Characteristics
A. Natural fibers

1. cotton
2. linen
3. woll
4. silk

B. Man -made fibers
1. Non-Thermoplastics

a. rayon
b. glass
c. metallics
d. axlons

2. Thermoplastics
a. acetates
b. triacetates
c. nylon
d. acrylics
e. modacrylics
f. polyester

3. Rubber
4. Snandex
5. Fiber Blends

II. Fabric Construction
A. Weaving
B. Knitting
C. Bonding

Types of Weaves
A. Plain .
B. Twill
C. Satin
D. Basket
E. Novelty

IV. Fabric Finishes
A. Shrinkage
B. Mercerization
C. Fabric Silting
D. Wrinkle resistant
E. Stain and spot resistant
F. Flame resistant

V. Consumer Motivation
A. Legislative regulations
B. Government standards_
C. Wool Products Labeling let
D. Textile Fiber Products-Indentification,Act of 1968

r:

5
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IV.

4

:)U !'LINE :1CR CUSTOM SEWINi

Plea-,Lm- he Customer

A.. Coordination of pattern and figure type

B. qn0erstandinl' of required amrunt of Tabrie
C. dealing with the customer
DiFindings

Pattern Alternations and Fabric Selection

A.. Fir-ire types
h. Measurements

1. Ladie's
2. Men's

C. Pittern Alternations
1. Common alternations
2. Fitting the problem figure

i% Cutting and Marking
Special care fabrics
1. Napped and pile fabrics
2. Plaii7, and stripes
3. Knit fabrdcs

F. mdtric System

Selection and Use of Liewing Equipment

A. NOtions
B. Small. Equipment

1. MeasurInr tools
2. Markiht7 tools

). Pressing equipment
4. Sample color anu fabri,! swatches

C. achine Care and Use

Construction techniques

A. 03peed techniques
9. Garment evaluation
C. Finishing techniques
D. Quality work

1

'1)
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OUTLINE FOR INDUB2R;AL

I. ,Jobs in Industrial Sewing

A. Employment opportunities for indusrtial machine
operators,

/
B. Apparel industry employment
C. Other employment possibilities'

1. Specialty Sewing
2. Drapery

3. Flag
4. Auto-upholstery

II., Employment in Garment Factory

A. Qualifications
B. Safe use and care of industrial machines
C. Production work

III. Garment Production

A. Efficiency in production
B. Efficient working

IV. Job Success

4
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OUTLINE FOR AUERNAFIONS

A. Orientation

1. Acquaintance. with school and class facilities
2. Course objectives
3. Shop procedure and breakdown of work schedule

B. OriAntation
.

Skill as a commodity in the market place
2. Desirable traits and'habits which should be cul-

tivated to be employable .

3. 'Self- evaluation
14. Work-evaluation

C.' puipment and Tools

1. List of necessary tools 44 equipment
2. Proper use, care and maintenance of home and shop

equipment
F3. Safety precautions

e '
D. ,Fibricsi- knowlectge of and precautions to use when

working with:

1. ,Natural fibers
-2. Synthetics-sheer and opaque
3. Beaded, sequinned, quilted, embroidered, etc.
4. Velvets, matalasse, suede-cloth, leather, lam-

inated, bonded, fur-cloth and real fur

5. Knits-machine or hand knit

6. Lace-imported and domestic

E. Altering and Fitting Ready-made Garments,

1. Dres7es-daytime and evening
2. Suits-tailored and dressmaker style

3. Coats-tailored and dressmakers style
4. Slacks, pants, shorts

F. Proper "finishing" of Work on Garments

1. Snaps, hooks and eyes,.buttons, labels, etc.
2. Correct4ipemming stiches for various fabrics and

styles
3. Proper shapi4g and insextion of shoulder and bust

'pmds
4. How and where to make belt loops, lingerie keepers

hanger bars, ,Itring tacks, etc.
10

a
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G. Care, Mendini and Cleaning of Garments

1. Proper storage and handling,of garments in work

2. Mending and i-eweaving

3. Spot cleaning

H. Pressing

1. Equipment
2. Precautions
3. When and where to press
4. ,Use of pressing to eliminat

and marking,
5. Correct pressing-
6. Finish pressing,

I. Resizing and Remodeling

sting, pinning

1.1

f. Analysis of garment and feasibility of resizing
or remodeling same

2. How to proceed with alternations

3. Introduction of other materials; trims, acc-

essories to achieve satisfactpry results
4. Cultivation of style sense in makkng style cheryes

with confidence

J. Accessories; How to make and when-to use

1. Bows-all styles; coachman, strirK, Dior. Chanel,

cocarde, etc.
2. Scarves-smoke ring, ascot, panel, stole, fichu

3. Buttons-jeweled, self- covered, turk's head, corded

4. Belts-string, ribbon, self-covered, corded

K. Fitting the Physically Handicapped or Atmorelal

t. Learn to make quick evaluation of.fitting problerh

2. Use of longer sippers, front qpeningi:, extra panels
or pleats where needed

3. Camouflage with padding, horsehair, ;scarves, etc.

4. Importance of proper attitude and handling of part-
,* icultr fitting problem-psychologically and emotionally.

9
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CV/INES 'TO SEIY-EMPLOYMENT
IN

CLOTHING MANACEM NET, PRODUCTION AND SERVICES

I
There are many opportunities for self-employment in

clothing management, production and services. These choices

include: seamstress, custom dressmaker, alternationistailor,

specialty shop owner, monogrammer, fashion designer (flat

pattern work), fabric store owner and reweaver.

Important aspects to consider before becoming self-employment:

...advantages and disadvantages

...job drescriptiou
4

...responsibilities and duties involved

available
. ,

...demand for your services

...special education or ,training involved

...how to establish yourself in business-

...organizational an operational information available

...expensed involved

...state, city, or county laws effecting business

d

There are many beautiful benefits for ialself-employed I

person. However, you should check with the state License

Bureau concerning any license necessary. They may be handled

by thecity or county but you will need to check with the

individual county as to the 4ocedure to follow. There

are U.S. Government Bulletins available concerning business

laws and taxes.

1
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Oualitrirork is important in all-aspects, but in self-

employment it is a necessity. A customer who is satisfied

with your work will, pot only return herself, but will bring

others with her. In this way your business will grow.

Previous worlying experience is beneficial and it is also.

Auggested that you talk with those in your chosen field to

gain insight and benefit from their. experience. Thry may

offer suggestions in getting started.

01.
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COURSE OUTLINE
2751

FUNDAMENTALS OF FOOD SERVICE. OCCUPATIONS

(1 year)

Or

Basic Information for Food Preparhtion
A. Tools and Equipment (use and care): hand tools, gadgets, etc.
B. Terms, abbreviations, and vocabularly for food service occupation
C. Work - psychology, patterns

. D. Menu planning
E. Recipe ,

Waiting on tables

II. Sanitation and Safety
'A. Food burn illness
B. Sanitary codes and inspections
C. Procedures for cleaning and-sanitzing

III. Preparing and COoking Foof (commercial)-
A. lads
B:-Threads
C. Beverages-
D. MeatdXSoup and Entries
E. Sandwich
F. Dessert
G. Pies and cakes
H. Special occasions

IV. Bookeeping principles

V. Policieg and Job Application TeAniques

VI. Opportunities for Advancement in the Food Service Industry

VII. Evaluation of Food Service Establishments



Course Outline

Foods and Nutrition
(Semester Course)

Orientation

P. Basic Nutrition

Importance of ::utrition.
B. The Food Nutrien",s

A

C. Nutritional practices in Food etvices

II. asic 110W:IVO, to

basic principles of pl,annin menus
. i;enus for variou'' ty;,es of Rood :::ervicr, operations

C, Cooking Terms.
D. Food purchasing 'indnrder f'J)rms

III. Foods

Food-; for to spacea',,e
I. Convenience in .r)-(1;
C., Advinces in Food'
D. Social and p--;c1-olwical aspect:s of food
E. Concepts in ons..mr,r (,i,ic;Aion and manEwement

4
IV. ':xperion sel,,:ti r variety fif

4, .
foods.

V r,Jr r rt11,1 i's oo,1 %Nd rov,rti
VI. ije.1isl it.o

fi
,1

r: -1^ r r cohl;i:dner

al )
r
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p Fold .0 ,

A. Relations ot,'-ers

;7:. Customer relat-,i,ns
C. ::ervrap

A..

II.."ypes of Service ..,,tandards and 'ecl,niques

A. The me%u
3. 1,:enu planning
C. types of Employee -.service
D. Dinirw Room ?reparation

Table Setting
F. Seating Guest
G. i-laeinp orders
". Passing order to ':itc',en

I. Serving tv,e Food--Depends on ,ype of Service
J. Presentini4t1-e customer's bill

III. Caterinp Services

A. Types of Catering Services and Special n-erds
h. Epecial Food Preparation

f



SAFLTY

Principls of Oanitation

A. Personal Sanitation l'ractices

B. Sanitary :''ood Handlir4

oanitation of _luipment and Utensils

Czennritl,Cleanirr Pl'ocedur,Js

FoOd-borne Illness

A. lethoa of TranstaiFsion of Illness:

B. 2ypes' of Disease and Illness,

C. CaueE-of'Focd -borne Disease and Illnesses

L. Contrcll of Illness

III. :-,asic Safty Principles

A. rinds of Kitchen Accidents and Injuries

B. Trainir,,to Irvent Accidents and Injuries

C. Develop.aent of 3afeli4ork Habits

AI

r
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CO3. A:L) KEEPILG

I. General Fact_'s of -)st Control

A.Xenu plannrf

B. Purchasin

C.Ieceiving and Storage

D.Issuing and Production

E.Auditing

II. Expense and Income

/ 4,A. Food and Labor Cott

B. Auipment and Supplies

C. Laundry gnt Uniforms

D. Utilities and I.elated Cost

III. Food Sheets

A. Inventory

B. Pequisigpon

C. Stock hecord and iceiot Cott Cards

D. Weekly Food Cost ,,nt Percentaf-e
0

E. _.,'orr,s for Staples and Unit Cost

57?
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Filmstrip: JOBS FOR YOU, IT'S BAMBINO TN ROM? ECONOMICS

The first are examined in the film, the hospitality

Iftdustry; includes hotels, restaurants, and institutional

food services of all kinds..%The employment opportunities

discussed range from entry level jobs such as room clerk,

pantry workr, and bus boy, to managerial jobs including

head chef, and maitre d'.

The second area examined, the textile and apparel

indusrty, employs people with a wide variety of talents

and intereets. Many jobs exist for people with creative

'ability, but there is also a great need for people with

,skills in manufacturing, production, testing, -sales and

distribution.

The third area examined is community services, which

includes a variety of health and welfare programs where

high school graduates may find job openings. Maternal and

childcare services and organizations serving the elderly

are two examples.

The fourth and final area examined, child care, is a

rapidly ?rowing business `'in America. As the field grows,

the need for trained personnel grows at all levels.

In a con uding statesent, a young home economics

teacher describes the value of home economics courses in

preparing young individuals' for meaningful careers:

"We prefer to think of home economics as the study

of human relationships and resources. We're try-

ing to get away from the old ideas of cooking

and sewing. Sure, that's included and it's im-

portant, but it's a total study of life and that
17 I 0
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just happens to be part of'it. Children are

studied, families, customs, traditions, fabrics,

chemistry so much is incleded in hoime economics

that leads to a well-rounded view of life..."

p

1
e



EMPLOYMENT OUTLOOK FOR CLOTHING OCCUPATIONS

Apparel industry em oyment is expected to grow slowly through the mid -

1980's. Most job openings, howeverm will arise because of -,the need to replace

workers who leave the industry. About 80 percent of the industry's employees

are women, a large proportion of whom leave their jobs to marry or raise

families. Also, a large number the employees areinear retirWmwnt age.

Thousands of job openings each,year are expected from retirements and deaths

alone.

Deman for apparel in the years ahead is expected to increase As-population,

and incomes continue to grow. The industry's greater emphasis on styling also

may stimulate demand. Because of imported clothing, however, domestic

production probably will not rise as fast as demand.

Employment in the industry is not expected yo keep up with tHe production

of apparel, because new mechanized equipment and improved methods of

production and distribution are expected to result in greater output per

worker. Examples of labor pving equipmeny include sewing machines that can °

position needles and trim threads automatically; devices that auto,atically

position fabric nieces under the needle and remove and stack completed

104
pices; and computer-controlled patterm-making, grading,,and cutting. Computers

also are improving managerial control over sales, inventories, shipping, and

production.

Despite technological advances in equipment, apparel manufacturing operations

will continue to require much manual labor. Most employing opportunies Will

be for sewing machin operators, because this occupational group is the largest

in the industry. Some job openings, also will arise for pressers and designing

and cutting room workers.

Young people who plan to become designers will face keen competion, becaudl, the

number of people trying to get into this tip,191., exceeds the number of available
ti

jobs .



CLOTHING PRODUCTION OCCUPATIONS

Alternations, SewiAg mach.ine'operators,Custom dressmaking, , Garment making

commerical, Fashion design.

'Earnings and working conditions In 1972,,production workers in the apparel

industry averages $2.61 an'hour, compared. with $3.81 an hour for those in all

,manufacturing 'industries. Production workers in the appArel Industry worked

fewer hours per weel ihan.those in manufacturinglas a whole.

Average hour* earnings of production workers in 1972 varied among different

konds of apparel. plabts, ranging from $2.16 in,.plants thatimade men's and

4 boy's workelothing to $3.26 in thdae that made.men's and boy's suits and coats.

Earnings Of apparel-vorkers a,lso'varied by occupation and geographical areas.,

Because most prOduction Uorkers in the apparel.industry are paid for the number

of pieces they produce,,,their total earnings depend upon speed as well as

skill;

.

Manx apparel worke4 are union members, particularly those who work in metropolitan

areas'.

Workers may be laid off for several weeks during slack seasons, particularly,

In, plants that make seasonal garments. Employment is usually more stable in

4

plants that produce 'standardized garments} In Many plants the available work

during slack periods is divided so that all-workers can be assured of at least

* some earnings.

While many plants are housed in old buildings, others are located in modern

buildings that have ample work space, good lighting, and air

conditioning.,

Because most employees sit when they sew, the work is not physically strenuous,
4

but the pace is rapid and many taks are monotonous. A sewer may occasionally

.

pierce a finger with a needle, but serious acciients are rare.

Designing and cutting jobs are more interesting and less monotonous than most

other apparel jobs. 20 1.10
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FOOD MANAMemENT PRODUCTION AND SERVICES

Employment Outlook for Foods Occupations

The food industry is the third largest in the.D.S.,

employing four million'Workers. It is estimated At through

the 1970"s, as more and more Americihs eat their meals in

restaurants, cafeteriae, and drive-ins, there 4111 be a cor-

responding need for an additional 250,006 food service work-
.

era ner year to meet this demand. Workers in food service

may be employed by restaurants, hotels and motels, cafe-

terias, military feeding, hoipitals,
r

airlines, railroads, cater7

etnp..retirement homes, and mobile kitchens. The shortage of

highly skilled cooks, chefs, and supervisors is acute, and

ofindrtunitiiee are' good for the well-trained woiker.

Employment of waiters and waitresses is expected to

increase moderately through the 70's. However, there will

be many more new jobs as counter-waitresses in fast food ,

service establishments. More than one million waiters and

waitresses were employed in 1970, 90 percent of them women.

Earnings and Work Conditions

Earnings vary widely in the food eervice-industry,

depending on the worker's experience, skills, and place of

. employment. Workers in entry-level positions,such as kit-

chen helper or sandwich maker, will earn the minimum wage.

As the worker advances, he will recieve periodic raises.

Head chefs earn from $2.22 to $4.70 per hour and specialty

cooks (such-as pastry and vegetable cooks) earn from $2.05

X11
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S4.12to $4.12 per hour. Workers in most food service estab-

lishments recieve free meals and uniforms in addition.to

their salaries.

Estimating weekly salaries for waiters and waitresses

ts difficult becadse wages are generally lower than in

other food service obcupations. This is because most

waiters and waitresses recieve * salary from $.95 to $2.15

per hour plus tips. Because tips often average 10 to 15

(

percentuof the guests' total bill, earnings from tips are 1

usually highest where food prices are also high. Waiters .

and waitresses are usually supplied with uniforms and free

meals.

22



YOT'R SELF EVALUATION

The Cuy in The Mirror

a

Who you get what you want
In the struggle for self
And the world mikes you king for a day
Then go to the mirror and look at yourself
And see what that guy has to say.

For it isn't your father or mother or wife
Whose ludgfment unon You must pass
The fellow whose verdict counts most in your life
Is the guy lookfnp back in the glass.

4

He is the /fellow to please
Never mind all the rest'

.

For he is with you clear un to the end
,

And you've passed Your most difficult and dangerous test
If the puv in the glass"Is your friend.

You may he like Jack Horner and chisel a plum
And think you're a wonderful guy
But the guy in the mirror says you're only mi bun
If You can't look him straight in the eve.

You can fdiol thy! whole world

roan the pathway of Years
And get oats on the back as you pass
But your only reward will be heartaches and tears
If you Cheated the puy in the glass:

Courtesy of Joe Lee Smith

c

1 tel
xe )
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vome Pronorie(claamPq.',einv taught hv, Mrs. rardnet

and Mrs. vrivhron meet the needs of'the students in the areas

of stritu;le:skills, and oceunational information. This

information includes lob descrintions, working conditions,

earninge, future advancement and benefits.

We are not at p esent prepared to secure nositiois

for the s)udent. Jo nuocurement is handled in our present

situation by the various lob entry programs and the occ-

upational specialists.
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I. Introduction

A. Definitijoni Industrial Education is a term used to

designate various types of education concerned with modern

industry, industrial/arts, technical education and appren-

ticeship training, and vocational-industrial education in

both public and nrivate schools.

B. History: When education was a relatively, light concern,

the task of the calonial school mastbr may not have'been

easy, but the purpose behind it wasto curb the child's

assertion and to pack his'memory with facts. Rousseau

proposed education must listen to the voice of nature and

its heart must be the child itself. He called for a learn-

ing by experience, for sense and muscle training, and the

study of things by observation. Our first teachers are

our feet, our hands, and our eyes. The student would study

his ability to communicate. What his senses had captured

became much more important. It was advocated that education

should at all times' be attuned to the child's nature.

Frederich Wilhelm Froebel Aeveloped the concept of a commu-

nity for social intteraction and the first class was opened

in Boston, 186';. Needlecraft, weaving, and paper folding

was taught. It became popular with the young and moved into

the higher grades. This led to Manual training by the Finns

118
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in 1866, and then spreag to other countries. It was given

impetus in America by an.exhibit of the Russian Government

in 1876, in .which samples of work by its boys in the Imperial

Technical School in Moscow, were put on display.

John Runkel set up an instructional scheme at Massachusetts

Institute of Technology as a vital part of engineering

curriculum. The shop system was adopted as the heart of

manual arts and remains so until today.

John Dewey strongly urged,, the integration of vocational

education into general shop systems, stressing benefits

that would accrue. Vocational training was not only a

source of skilled manpower but also a way of freeing itself

from the growing union control of apprenticeship. History

shows an attempt by early schools to retain the support of

industries and the labor unions.

In 1862, The Morrell Act was passed. It was the keystone

in the development of institutions for higher education.

In 1906, Charles Richards and James Haney broke the static

situation by organizing thellational Society for the Pro-

motion of Industrial Education.

The Smith-Hughes Act of 1917 put vocational' education in

force. It provided 'seven million dollars as an initial

I f)
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states. The Vocational ACt of 1963 was the most imoortant

in the history of vocational education since 1917. The

Smith-Hughes and the George Barden Acts were amended And

left on the books, and an entirely new nrogram was created

to supplement them. This legislation ftas had'a major

impact on industriAl education.

C. Purpose: Industrial Education provides training for

those who have entered or are nreparipg to enter industrial

occupations. This includes everything that is manufactured

and encompasses job attitude, safety, procedures, and

trade judgement.

II. neneral Nee,ds of Industrial Education

A. Emplonent Opportunities

The really successful neonte are those ho would rather do

the job they're doing than anything else in the world. The

job you get when you leave, school will depend upon what you

have to offer. If you have enough to offer, employers will

come looking for you. If you.have little to offer, then

you'll have to do the looking.

B. Communication

There is an appreciable difference between effective written

and spoken words. Communication is complex. An idea may be

16 0
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transmitted and acknowledged between the,earth and moon in

a matter of seconds, while a similar trallsmission and

acknowledgenent between individuals,)standing within arms

length, may take years. Success depends on three things:

who says it, what he .says, how he says it; and of these

three things, what he says is the least important.

It has been said that, "Blessed is the man who, having

nothing to say, abstains from giving in wordsikidence of

the fact."

C. An Attitude for Innovative and Creative Thought

Creativity is the art.of taking a fresh look at aid know-

ledge. Associated with this thought are imagination,

curiosity, and intuitive insight. Creative talent should

be sought out, developed, and utilized wherever possible.

Reason can answer many questions, but imagination has to

ask them. .4

III. Specific. Needs

A. Industrial Welding:, The needs of the student to be

successful in the Welding Program can be listed as follows:

1. Need to be physically fit to do heavy work

2. Need to have good eye to hand coordination

)3. Need to be Capable of applying hacir mathematics

sue* as fractions, decimals, and simple equations

4.0
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for the purpose of layout, figuring list of

materials and computing to determine the size

of a weld.

4. The student needs individual instructions for the

development of the welding skill.

The term welding is used to describe numerous methods of

joining metals. Many techniques and processes 'are in-

volved and for the general purpose of this report, the term

WELDING will be us to describe all types of metal joining
T.

processes. tie field of welding can offer a student pres-
,,

tige and cu'rity. It can offer a future. of continuous

employment with steady advancement. It can offer tra4e1

and eMploymene in any industry the individual chooses.

Welding 4 is the only means of obtaining the strength needed

to withstand the terrific acceleration and the-heat generated

by the tremendous speeds of our missiles and the re-entry of

aerospace vehicles. Automation demands higher skills as

well as more and more engineers, technicians, and weldors

to build, operate and maintain the machines, equipment, and

facilities.

B. Marine Engine and,Boat Repair: The needs Of the student

to be successful in the Marine Engine and Boat Repair Program
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can be listed asfollows:

1. Needs a facility in which to achieve training of.,
A

skills.

2. Needs to experience success in achieving goals and

objectives of the program.

3. Needs teachers and counselors that will put forth

more effortto caring than that of labeling and

who will set good ,examples for students to follow.

The fundamental needs of students-in this program are to

gain prestige, strive to acrire security, and through

leneral-activities.develop an equilibrium in which satiety's

.needs and individual needs are one.' "A college education

teaches one to rationalize the money it preventshim from

earning."

C. Automotive Mechanics: The needs of the student to be

successful in the Automotive Mechanics Program can be as

follows:

1. Adequate guidance to enable the student to under-

stand his own interests, and abilities. . This will

enable the student to evaluate strengths and weak-

nesses and to have accurate information about the

work which includes the Whole 'range of jobs in

1 23
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retail dealerships. Present the student with a-

realistic picture of the vocation as. to the ad-

vantages and difadvantages of the job.

2. Motivation for students to under'stand-the necessity

of well - trained auto mechanics and-the emotional

value of having done,a job to the best of his

ability.

3, :.-Adequate educational facilities to accommodate stu-

dents comfortably with labs and necessary equipment

training aids.

4. Instructors who have the ability to communicate

with students, qUalified experts in the auto mechanics

"i"nstructional field, and a Stati Teacher's .Certificate.

D. Electronics: The needs of the student to be successful

in the Electronics Program can be as follows:

1. Pre-testing is needed to determine their potential

to enter a vocational electronic program. All in-

terested students are not capable of performing in

lectrdnics, therefore, it would be ah injustice to

the student if he were accepted and later discovered

he could not perform.'

2. A good math background is needed by the student for

computing resistant forces in circuits. Math stimu-

lates the student's ability to retain and recall in

124
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111.

computing electronic equations and to think on his

own.

3. Color perception is needed tOdistinquish color

codes used in wiring diagrams. Many components in

electronics are color coded, therefore the student

must be capable of distinguishing between different

colors.

4. Mechanical apptitude is important because students

have to 'use- their mechanical skills in soldering,

replacing parts that have diled in electronic

equipment that has mechanical parts such as tape

recorders, teletypes, and chart recorders.

5. Reading cap.abilities, are needed because electronic

theory is in written form, therefore the student

must be ablf to read in order to Understand_basic

tI4ory before progressing in electronics.

'Pre-tests should be gilfen by the counselor and reviewed by

the instructor to identify weak areas the studeni-has.

This information can be used to develop a plan to meet

the student's needs more efficiently.

rti r
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IV. Summary

-9-

Leaders in higher education are becoming increasingly aware

of the significant potential of Industrial Educational Pro-

grams. People are curious about the programs and still
c.

others desire specific information about Industrial Education.

One area of interest to all of the people is the type of

work that can be found for industrial/ students on a wOrk-

study program. Typical needs could he:

1. Where ddes one look for job assignments after
s

graduation?

2,. What type of employers would be interested?

3. Now are these jobs related to the student's indjs-

trial educational program?

It is the purpose of this panel to have provided answers to

these questions and in addition, highlight the succes1A1 *

application of Industrial Education in Brevard County ansi

other districts in'the State of Florida.

It must be borne in mind that employment of students en a

work-study program presents a continually shifting scene.

This is caused by the chanoes that occur in the employment

market and needs of the student. Accordingly, the types of

employment will vary, depending upon the geographic location

and the characteristics of the students enrolled in the'

industrial programs.

1 2 $3
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Ii( JOB ENTRY MEETS STUDENTS' NEEDS

AN OUTLINE

I. Four Program coals How the Job Entry Program Meets
The Students' Needs

II. Guest Speaker - How An Employer Views the Job Entry
Program

Stan W. Gray - Tanager of Aourly Employment and
Employee Relations, Harris Semi-Conductor; and
'lember of Melbourne Hi4h School Job Entry Advisory
Council

III. Handouts

A. newspaper article - How the Press Views the Job
raltry,Program

8. Student Information Sheet

I". A Drama - A Job Entry Student Applies for a Job

The Players:

A. Student Jnmes'.M. Schneider

D. Job Entry Coordinator - Charles 1. Kraemer

C. Employer - Vickie J. Stallings

Summary How Job 2ntry Meets the 'feeds of Students
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The School Boards of Florida have adopted the

Job Entry Program for high school students 16 years of

age and,over as a continued effort to provide students

of the county public schools with maximum educational

opportunities to meet their individual goals and aspira-

tions. StUdents approved to participate in the Job Entry

Program may receive high school credit for full-time work

experience under prescribed guidelines and receive their

high school diploma with their graduating class upon

successful completion of the Job Entry Program.,

Authority to establish and administer the Job

Entry Program is vested with the District School Board

as defined in Florida Statutes 230.23(6)(a)1, 230.23(7)'(a)

and in State Board of Education Regulations 6A-1.95(3)

1S

Guidelines and policies governing the operation

of the Job Entry Program as administered by the School

Boards of Florida are predicated'On the philosophy that the

program shall contain all of'the recognized ingredients

of a sound educational experience for young people. Although

flexibility is maintained in the design of the Job Entry

Program, certain safeguards are established within the

structure to give maximum assurance to parents, students

and participating employers that benefit to the student,

And his piotection, are of major importance.

1.1



PROGRAM GOALS

The School Boards of Florida. have established

the following goals for the Job Entry Program.

A. Provide for a smooth transition of youngsters

in the public schools 16 years of age and older

into the adult role of wage earner.

B. Provide an alternate vehicle to the traditional

school program for students to receive a

high school diploma while in pursuit of job

proficiency in the employment community.

C. Give students formal instruction in related

areas of employment to assist them as much as

possible in achieving a successful employment

experience.

D. Assist students in gaining initial employment

if needed.

STUDENT ENTRANCE REQUIREMENTS

Applications for participation in,the Job Entry

Prograth may be submitted by'high school students to the

40
principal at any time after the student reaches the age of

16 years. However, it is highly recommended that students

who will reach the age of 16 during the summer preceding

their senior year or become 16 during the second semester

of their junior year to submit their applications by
L

June 1

preceding the senior year. Early application will give

students maximum opportunity and flexibility to give
-*-

reasonable assurance that they can receive their
r.)...)

-3-
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school diplomas at regular graduation. Summer employment

can be counted toward completion of the program provided

that early applications are approved and recommended records

maintained during the summer. It,is also advantageous fOr

students seeking employment to,start early during the summer

to avoid the posSibility of coming up short in total hours

of work should employment be delayed into the swior year

when time will become a critical factor.

In addition to the age requirement, other stipulated/

entrance criteria are as follows: (Reference: State Board

of Education Regulations 6A-1.95)

A. Student is required to have successfully com-
,r)

pleted 101/2 high school credits in grades

10-11. These 101/2 credits must nclude:

2 credits in language arts

1 'credit in mathematics

'I credit in physical education

I credit in science

11/2 credits in social studies

A course in social studies, American history or American,

history and government is required prior to admission to

the JQb Entry Progrard or the student must complete this

requirement under the Adult Education program prior to

graduation during his senior dear. A unit in Americanism

versus Communism is not required for entrance into the

Job Entry Program, however, the unit is mandatory before
JI k

a student can receive a high school diploma under State

Statutes. The AVC unit may' also be taken in Adult Education.

(;)u :
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B. Applicants for the Job Entry Program must have

earned at least one credit in a vocational

course or demonstrated job proficiency equal

to a student who has completed a vocational

course.

Criteria for establishing, job proficiency in lieu

of a vocational credit shall be based Upon

satisfactory completion of a probationary

period of 10 weeks of full-time employment by

the student. Satisfactory employient shatl

be jointly agreed to in writing by school

representatives and the employer. Deficiencies,

if any, shall be noted and attempts will be

made to correct any 'problems identified during

the probationary period. The probationary

period may be extended one additional 10 week

period provided jointly agreed to in writing

by all parties concerned and a plan is imple-

mented by school officials to assist the student

in correcting his deficiencies.

DUTIES AND RESPONSIBILITIES OF JOB
ENTRY PROGRAM TEACHER/COORDINATORS

Duties and responsibilities of Job Entry Program

teacher%coordinators include:

A. Work closely with guidance and other school

personnel in determining student eligibility

for the Job Entry, Program and make recommenda-

tions ts, the principal for final action.
rj r
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B. Design and maintain an employability skills

course for beginning students.

OP
C. Assist students in sched4ling in-school.or

4 adult classes which the student might need

to 'assure him of continued success on the job

and to assure the student that graduation

requirements will be met through a master plan

for each individual.

D. Develop and maintain a placement and follow-up

service for, students. (Follow-up records

should be maintained on graduates for at least

3 years if possible.)

E. Confer gith employers regularly, but not less'

'that once every two weeks, concernjng student
.

progress on the job.
;')

F. Evaluate each.student's progress each reglaar

grading period during the school year and

:luring the second week of pre- planning for

those students who are working during the.

summer months. (Evaluation of work perf nCe

shall be satisfactory or unsatisfactory; in-

school instruction should'be graded by the

teachet/coordinator or regular classroom teacher

on the basis of regular school grading. procedure..

Evaluation of job performance should be made

in writing by the teacher/coordinator and

jointly endorsed by the employer of the students).

13e
-6-
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G. The teacher/coordinator should be responsible

for apprising the student of his options in

returning to a formal program should his

loyment be terminated.

GRADUATION REQUIRENglriS

Upon verification by the employer to the teacher/

coordinator, employed students are awarded one credit

toward graduation requirements for each 288 hours of full-

time employment. Employment for less that 25 hours per

- week shall constitute part-time employment under the

Job Entry Program and should not be considered toward.

awarding of credit. Any combination of ip-school course

work and employment equalling 25 total hours may be counted.

All in-school course work should be counted.

Students beginning the Job Entry Program shall be

expected to complete a minimum of 30 contact hours of

instruction dean.? with employability skills during the

first six weeks of the program. Scheduling of the course

Should be flexible to allow for difference in the hours

of employment of students.

Should the teacher/coordinator and feel

that a course or courses in the regular school prOgram

would be of benefit to the student's progress on the job,

students may enroll in formal courses at the high school.

Formal course work including the employability skills course

should count toward the total work experience reqdirement

equal to two hours for each one hour of formal instruction.

3 7
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However, formal instruction may not substitute for more

than one-half of the total work requirements under the

Job Entry Program.

In order for the student to graduate he must have

accumulated a minimum of 1440 hours equalling 5 high school

credits. Earning 5 high school.credits will allow students

to receive a high school diploma under minimum state require-

ments. The 1440 hours may represent a combination of actual
ir

work, experience and in-school formal instruction related

to upgrading employment skills and personal habits.

Students who meet entranyce requirements of 101,

credits and receive 1440 hours under the Job Entry Program

before the end of their senior may graduate with their

regular class.
o

REENTRY INTO FORMAL INSTRUCTION

Procedures for reentry into formal instruction

are provided to afford students the opportunity to continue

their education in school with as'little penalty as is

possible should they find themselves without employment

for any reason. A precaution is already included by

encouraging students who are 16 before their senior year

to start their employment in the summer between their

junior and senior year. However, if for any reason employment

/is delayed into the first semester of the student's senior
J/

year, this will reduce his chances considerably of completing
Ng,

his program in. time'for regular graduation.

I 9 8
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,Several options are given which are designed to

assist the student in reentry into A regular school program.

A. A student who seeks and retains employment

through the summer months beginning June 15

and continuing until the first day of the

regular school year may accumulate approximately

440 hours of work experience plus 60 hours

allowed for the completion of an employability

skills course. Under these conditions, a student

could potentially earn (We credit during the

summer before his senior year. If his employ-

sent is terminated at any point during'the

summer after he has reached 288 hours, he would

receive one credit. Obviously, if the student

chooses to do so, he would enroll in school

atthe beginning of the school year with no

penalty.

It is possible fOr students who have

accumulated more than 288 total hours during

the summer to use these hours as a "grace"

period in order to seek further employment.

Each school principal may decide of what duration

this grace period should be, however, if the

student is unable to find employment with the

assistance of the teacher/coordinator before

two full weeks have elapsed, the student must

re-enroll in a regular in-school program due

to the fact that further delays would not allow

time for the student to get 1440 hours for



the second semester and graduate with their

class.

C. Students may use the option of the adult

education programs toget their high schoill.

diploma if they elect not to return to the

regular school Should they becosi(i unemployed

during the course of the Job Entry Program.

It should be noted that the Job Entry Program is

not available to students who have passed their 19th birthday

under current responsibilities of the district as defined

in State Board of Education ReguX-ations 6A-6.66.

APPROVED JOB CLASSIFICATIONS

Jobs in which students may participate for credit

under the Job Entry Program shall be,in the vocational

areas as defined in The Accreditator under vocational

code classifications.

New or emerging occupations may be considered

provided the jobs are full-time, can lead directly or

indirectly to advancement, pay at least minimum wages,

and are not. detrimental to the health or welfare of youth

under child labor laws. The teacher/coordinator may make

this determination and recommend to the principal that

students be placed in these types of employment. Final

approval rests with the principal.
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fch n1-.7 /-nerar. the student czar. enter the
*r1r1 of work irmeiately at any given tire during the 12th

it*- the oneortunity to put to irmediate use those job
:kill, h. is 12Arn,,,7 in the vocational class o'5 his choice.

rIrr7 not have to wait until the end of the school term
or tlr, en'' of a -TraZihq period. lie can become employed when

is/eady to 7o to work.

2. '':rough the Job Entry Program the student is employed in a
job of his choice after having had the opportunity of com-
pletine a regularly scheduled vocational course in the 10th
or 11th grade, taught by a skilled teacher certified in the
vocational field in question.

3. he Toil i:ntry student may elect a vocational course meeting
on the high school cannus,concurrent with his participation
in the Toh Entry Program. This plan enables him to secure
additional professional training related to his chosen field.
"ks an incentive to enhance his professional skills in this
way, douLle .7ntry hours credits are given to the student
in addition to the regular elective credit he receives from
the vocational course.

student ray enter the Job Entry Program during the summer
nrecedinq his senior year to earn additional academic dedit
he may need to meet state graduation requirements. In addition,
of course, he has the opportunity to develop his skills On
the jo during the summer and to earn money.

Tr --:ntry student has the opportunity to earn money for
fa-ily.supoort, a not uncommon need.

6. 7x.11 -:ouri people do not mature at the sane time. The flexi-
lAlity'of the Job Entry Program allows the student to enter
the -nrld of work when he personally is ready, as soon as he

ready.

7. The interests of the Job Tntry student are a first concern
to the Jog, Fntry coordinator who serves as a personal counselor
'in utters pertaining to job performance, need for additional
traininev counseling, or the need for higher education. or
polt high school trade School.

^redits earned the student through Job Fntry are commen-
surate to the hours worked and experience gained on the job,
one credit for each 288 hours worked.

tulents who plan to attend a liberal arts college may use
the Tol: rntry Program in a situation where additional elective
courses are of no interest to then and they elect to go to

to gain maturity and money in order to enhance the
or,portunit., for success in the college environment.



students who Plan to pursue a career in the
arts or sciences ray choose to gain priceless experience
in" he lower job echelons of the profession they have chosen.
'or example, a future medical student may wish to work for
a year or period of months as an orderly in a hospital to
test 'airself in the hospital environment and to gain valuable
insight into the problems of the physician on the job.

11. Students who missed entirely the opportunity previously to
gain skills and knowledge in a vocational course may enter
the Job Entry Program in a job requiring a miniMue of prior
formal training. He may qualify for graduation credits
by performing satisfactorily on the job for a period of
ten weeks.

12. r. Job Entry student may work a full eight hour day while school
is in session.

13. If a course is elected by the student, he may choose any section
of that course meeting any hour of the day thus accommodating
his on-the-job work schedule.

14. Students with special physieial problems or emotional problem*
are more likely to be accommodated in a work situation through
the extreme flexibility of the Job Entry Program.-

15. The needs of prospective Job Entry students are scrutinized
and protected by a careful selection process. Approval for
participation in the program is evidenced by the signatures
of the student, his parent, his employer, the Job Entry
coordinator and the final approval in each case by the school
nrincipal as attested by his personal signature.

16. Me Jo%) Entry student in the Job Entry Program'is trained
in employability skills.

17. Deficiencies in job Nprformance are noted and steps are
taken to correct the problem through mutual cooperation
'.;ith the student, employer, and coordinator.

13. The Jot) Entry '1,rogram is of especial benefit to the non-
aca(lemic oriented high school senior providing him an alternative
'ethod of securing a high school diploma by working on the
job. The Job Entry Program is a program in which he can
"viccee,l. A

11. Tho To:) Entry Program offers high school seniors an opportunity
to 'try out a vocation which he think he is interested.

20. "ntry Program offers the student an opportunity to
learn a narticular job which he can use to become.self-
supporting in a future cpllege program.

0
ta
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rty. -1O ''(l l y firJ:int.;

2". ueent ,lay work full tir,!e but at the are time
-ainttin hi:: school contacts durinc: the senior year,

yh';ale in activities, school plays, and athletics.
Thig is a flexibile option.

23. A Job Entry student nay elect to fulfill certain credit
requirements in the adult education program at night it
this plan better meets his individual needs.

-13-
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ATTENTION SENIORS:

THE JOB ENTRY PROGRAM MAY BE FOR YOU

JOB ENTRY MEANS:

* YOU ARE EXCUSED FROM ALL CLASSES

YOU WORK FOR WAGES FULL TIME

* YOU CO,ADUPTE IN JUNE (15 1/2 CRErITS)

TO ENTER THE JOB ENTRY PROGRPM-:-

You should have 10 1/2 credits including

2 credits in language arts (English)

i credit in mathematics
I credit in physical education
I credit in science
2 credits i,n social studies including

American Histo.ry and CPS

SEE AOHR JOR ENTRY COORDINATOR FOR DETAILS

A cl
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VOCATIONAL PLACEMENT & FOLLOW-UP

Vocational Student Needs Defined

The Occupational Placement Specialist exists to meet both immediate and

long-range career needs of students.

In deterMining student needs we can observe, we can ask the students

theMselves, we can listen to vbices, from the Community, including parents

and vocational education committee members, and we can take direction from

goals and needs identified at national, state, and county or local leveli.

In pl7actice, in fact; we find that we do all of these things.

For example, our career specialist at the county level has prepared

guideline41 and we are exposed to certain amounts of indoctrination

thereby, some of which is surely not to "wide of the mark" and which we

surely implement in our programs. At the 'same time, or in the same way,

the county specialist has received guidelines and direction from the

levels above her, and she surely reflects this in the programs and goals

,e she establishes for us. Therefore, student needs are often identified

-r

"from above" and much effort is probably expended in meeting needs

identified that way.

On the other hand, the Occupational Placement Specialist in the 'school

settinyees real students, and they press their real needs upon him.

If one had to choose between the two, he would, hopefully, choose the latter.

However, in this report, we believe that we can show that the national,

state, and County identified needs as reasonably congruent and synonomous

With the day to day needs of students in the career area as we see them.

...r. I, a.
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Therefore, we will 1) list briefly the needs as outlined by career d

education nationally and 2) list the outcomes for career educatiOn

identified at the county level.OWe will follow this with'our own list

of student needs, as we see them, that can be met in varying degrees by

the Occupational Placement Specialist in the school setting.

The needs as identified by career education nationally are these: (I)

1. To select learning experiences that enable identification with
the concept of work.

2. To select learning experiences that give a base of self-understand-
ing adequate for making choices among educational and career options.

3. To interpret personal reactions to experiences so that values,
interests, and abilities are clarified.

4. To make and implement educational plans and career choices.
11

Not so different, perhaps, but stated differently and certainly more

succinctly, are the outcomes for career education established by the Brevard

District Plan for Career Education Development. They,are as follows: (2)

1. Self identilty

2. Educational identity

3, Career identity

4, Economic understanding

5. Career decisions

6. Employment skills

7. Career placement

8. Self-social fulfillment

0

These are lofty and perhaps not too meanintful statemeqs unless they are

taken apart, looked at, and more specific sub-needs or goals established

that meet specific needs of our local students,. Some of these may even

seem too general, but it is our hope that it will become clear what these

needs are and to which extent we should be and are meeting these needs. (3)

5 2
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Vocational Student Development

Each student shall develop an awareness of the world-of work. The

goal is for the student to become conscious of the various "life styles"

associated with the world of work. "Life styles" pertain to a set of

standards and practices (roles if you wish) that dominate and regulate the

more important behaviors of a person during a considerable period of his

life. It also has reference to occupational mobility patterns, stability

of the occupations, and rewards. It is essential that the student be

able to differentiate occupational levels (unskilled, semi-skilled, (,

professional) and the basis of the life style associated with each. (4)

Each student shall develop an accurate occupational self concept.

The goal is for the student to develop an accurate perception of himself

in relation to the "world of work." The emphasis is upon the student's

understanding of his abilities, limitations, and motivations applicable

to occupations. As a result of these understandings, the student can begin

to identify with an occupational level by perceiving his desired "life style"

in relation to that typical of an occupational level.

Each student shall develop an accurate concept of self in relation to

%.

the work world. The goal is for the student to synthesize facts and knowledge

pertaining to himself and the work world into a national and useful order.

This conceptualization enables-the student to make decisions, fdrmulate

plans, and acquire value patterns pertaining to his future occupation, These

decisions, planS, and value patterns should reflect an accurate concept of

self-situation and should movP the student in a direction that is consistent

with his interests and abilities and within the normative tolerances of his

society.

Each student shall develop an effective organization of work toward
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the achievement of occupational goals. The goal is for the student to

develop adaptive and adjustive behaviors. These behaviors emphasize

harmonious relationships which the student achieves with his 'environNient

through skill, judgment, and flexability. While these behaviors are some-

*
what complementary, they an be differentiated in terms of thb techniques

used to achieve the relationship. Adaptive behavior implies a manipulation

of the environment and adjustive behavior implies the modificatIbn of

personal behavior patterns to fit the existing Anditions. The acquisition

of these behaviors.will enable the student to meet changing environmental

demands and to perform at a level consistent with his ability.

Vocational Student Placement

Each student who leaves a vocational education program deserves help

in taking his next step. The next step for some students will be entry

into the job market; for others, entry into apprenticeship programs or

the armed services; and for others, entry into programs of further education.

Placing each vocational student in his next step is vocational education's
, w

responsibility, a responsibility it cannot afford to neglect. (5) and (6)

Job Placement refers to assisting the vocational education student

upon termination of his schooling to secure, if that,is his desire, a

productive role in the work force. Generally, this will mean full time

work, although it is conceivable that under certain economic circumstances,

1
"t may refer to part-time employment.

Not only does job placement serve the needs of students, but it also

becomes a means to evaluate instruction in vocational education.)(7) A strong

vocational education program will prepare students for jobs waiting to be

filled.

Job placement services should be entended to early leavers as well as
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to students who complete vocational programs. These persons have special

difficulties in finding work and usually require special help from job

placement services.

Many of the needs of early school leavers are also shared by "inner

core" urban youth, handicapped persons, and disadvantaged persons.

Voca tonal development activities rtfust be intensified for the special

needs student. It is essential that these students be provided with

continuous follow-thrbugh counseling and assistance to enable them to
/

maintain employment
.

A student will receive information and services from the job place-

ment office on several occasions. The placement p ocess for a typical

'student should include:

Initial Contact--Vocational students should register with the job

placement office upon enrollment in a vocational program.

Preparation for Job Selectibn--ThttOccupational Placement Specialist

can either'assist teachers in preparing students by meeting with their

classes or by providing necessary inservice training to teachers. Each

student should have:

*Complete job application forms.
*Have instruction in fi,pding jobs!
*Have practice in job interviews.
*Have an understanding ofthe cirrentitypes of jobs and salary

onsiderations.

.Dev loping Resumes--Each student should have a personal resume as a

part of his placement file.

Providing Job Opportunity Information -Job infor4Mation and placement

'records are essential to a job placement service.
4

Matching Students with'Jobs--Occupational Placement Specialists should

exercise discretion in recZending students. to employers.

it
r-
t )
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Arranging Job Interviews--Occupational Placement Specialist have

responsibility for scheduling jobinferviewS.

Installation of a job placement program will require community under-

standing before its acceptance as a budgetary responsibility.

Procedures for evaluating the'job placement process should be

determined at the onset of the program and be based upon program objectives.

The local advisory committee and employers of students should be

involved in determining these procedures. The evaluation of job placement

services involves a continuous monitoring of the followipg:

*Student ability to participate in job interviews.
*Adequacy of student resumes.
*Student ability to complete application forms.
*The matching of student referrals to job needs.
*The coordinption and scheduling of interviews.

Evaluation of job placement relates closely to the follow-up of

vocational students.

Vocational Student Follow-Up

Follow-up of vocational students should be an integral part of vocational

education programs. ".Though knowledge gained in student follow-up studies,

educators-ware able to improve vocational education programs as well as to

give further services to former students. Follow-up is a means of continuing

the career development of former students and modifying career development

patterns for students who follow.(8) and (9)

The best information on the adequacy of vocational education programs

comes from the follow-up of students who- are placed on jobs. Following their

successes and failures provides the best possible information to the school

on its program strengths and limitations and identifies additional student
s,

training needs.

Follow-up studies involve the systematic collection of data from former

1 r
4 t) ()

^



Page 7

vocational students And present employers to he used

I. In evaluating the effectiveness of student preparation for
employment

?. In determining the r 1(varice and adequacy of the vocational education

program for the employment market and needs.

The frequency and timing of follow-up efforts are generally determined

by the purpose for colleLtiflij the data and the financial resources available.

school systems should collect follow-up data at least twice after'the

students leave the vocational program: first, to determine his initial

placement .(one year or fifteen months follow-up), and second to get a

measurement of job adjustment, adequacy of skill development, and worker

mobility, (three year follow-up),

In addition to following, up former students of vocational education,

employer reactions should he sought. Employers usually will cooperate

and give candid eValuations,of the employee and his training program. The

/information received from employers should be considered together with

dAa collected from vocational education graduates to serve as a basis for

program evaluation and planning. .

Ci
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St1111111(1 ry

In summary, then, vocational placement and follow-up can succeed only

if student needs, are fulfilled thrrqugh the team of Administrator, Vocational

Director, Occupational Placement Specialists, Vocational Teachers, Advisory

Council, and students working together toward the goal of matching student

interests, apti tudes, and abilities to the appropriate job. In addition,

feedback from student and employer will do much to improve school

curriculum to insure that each student exits with a marketable skill.

44 tri 8
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FOREWORD

Industrial arts has played a major role in American education for more than

. eight decades. For students this subject area has always been a preferred and

profitable sequence of courses. During the last several years new content organ-

ization has emerged because individual and societal needs have placed a new emphasis

on career and occupational goals in the education of youth in grades K-12. A

broadening of vocational education by state and national legislation has lead to the

organization and implementation of comprehensive vocational programs which now in

clude prevocational and technically oriented industrial arts.

During the series of events which expanded vocational education, it became

apparent that industrial arts could make a significant contribution to occupational

awareness and exploration because many of its longheld objectives were now paral

leled by those of the legislated comprehensive vocational education program.

In 1970 in Florida, vocational funding of teaching units, equipment-proposals,

and other supportive activities became available to industrial arts classes when

they are organized to fulfill the purposes of specific vocational legislation. In

1972Aongress added industrial arts to the Vocational Education Act.

In order to fulfill the intent of state and federal legislation, sequence of

courses, explained in the introduction to this guide, is recommended to school dis

tricts. This guide concerns one of five courses recommended for,the middle grades.

. The guide is designed as A course outline for the more effective organization of

subject content. Supplementary teacherprepared instructional materials are a

necessary local responsibility. Lesson plans, assignment sheets, experience and

experiment forms, and information sheets will significantly enhance instruction

based on the outline herein presented. Such resources and teaching techniques

will necessarily consider individual teacher competencies, the local facility, and

the characteristics of the students. State consultants for industrial arts are

available upon request to assist in local planning.
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INTRODUCTION

This instructional guide is designed to assist teachers, supervisors, admin-

istrators, and teacher educators as they organize an industrial arts course in

CONSTRUCTION for junior high schools, primarily at the eighth or ninth grade

level. This introduction presents an overvie* of the philosophy and rationale

for industrial arts and shows the relationship of this course to the total pro-
,

gram sequence to satisfy the needs of stiident5-:.

Industrial arts education is that subject field which provide opportunities

for all students from elementary. through higher education to develop an under-

standing about the techniCal, consumer, occupationak, recreational, organizational,

managerial, social, historical, and cultural aspects of industry and technology.

Furthermore, it is a program whereby students acquire industrial-technical know-

ledge and skills through creative and problem-solving learning experiences in-

volving such activities as experimenting, planning, designing, constructing,

evaluating, and using tools, machineS, materials, and processes. The instructional

and laboratory experiences help students to make wiser and more valid educational

and career choices. Since the American culture is distinctly technological, and

since the primary purpose of education in any society is to acquaint the young

with the nature of the culture and their role in it, then industrial arts, because

of its primacy, becomes fundamental education the American school.

Industrial arts education draws its content from man's technological develop-

ment and his current needs for effective living in the resulting society. Man,

sinceilis origin and during his rise to dominance on earth, is unique as he thinks

and creates, works with his hands, uses materials, makes tools and machines, develops

techniques and processes, changes his environment, and lives in a society dominated

by technology. Industrial arts education is the study of industrial technology.



As a result of the ceTwoce of pre-vocational education industrial arts

experiences in the middle gredes:the student will satisfy the following needs:

1. a degree of industrial literacy --- iqsight and knowledge --- in being

able to relate societal and industrial changes to technology and its

development;

2. to make tentative choices or selections regarding educational and occu-

pational goals;

3. to identify and compare industrial and technical occupations, the organi-

zation of industry, evolving technologies, and methods of production;

4. to demonstrate the correct and skillful use of basic tools an& materials;

5. to be able to demonstrate, or exhibit industrial processes and lechnique'.;

in his laboratory experiences and projects, such as mass production, per-

sonnel organization, material forming processes, and the use of synthetic

materials and finishes;

6. to be able to demonstrate, or exhibit scientific, mathematical, and

mechanical principles through projects or the solution of practical pro-

blems;

7. to be able to solve problems by planning and constructing projects involv-

ing group and individual.research, experimentation, and development;

8. to be able to exhibit safe practices in the laboratory and relate these

to situations in the school, home, and community.
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I NTRODUCI ION
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,f.ducat ion a:- ;ociated with training experts in the

v

ciet a ils c, t a sub ject c >r Kk i 1 1 , usual 1y a mechan i ca I

one. We will pre:-m t an ,overview t Technical Education

rrc Fl ida I hat meet :-.*the student :-. ii(qlis in t he various

Techno og, 'Dien ,spec i f lc sub Aect s :;uch as F ec t ron

and :1 1 at ion wi 1 I he present ed as examples of these

t eclino 1 (
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In 'A()Fi, ,ituation employee claLified as a
technician in contrast to a craftsmen.

Usually works on a le\ef between
trattsmen and protessional. scienti!-1/enineor.

Issues contronting fducators and Teachers in
Technical Education.

(A) Assure cif ferkng l6r the high skill
occupations, to a high level in

quality of students, teachers, hardware
and curriculum to fissure production
of a superior priduct.

A designed program for :.-emiskilled
occupational training, to syphon 011
those youths lacking the potential to
achieve in the highly skilled occupation
(Satisfying needs of general ourriculum)
(Also drop out rate is highest)

(1i) Establishment and maintenance of occupatienat
seminars and workshops to_ aid student
selection of work field. (Or) campus
representative from state employment'service
and industry)

(C) Embark on team teaching approach'to
develop students to thei,;r full potential
expose and exploit hidden' or latent.
talents.

( I)) To satisfy needs of studenits1 teachers
need to keep themselves updated with
techniques and procedures in !hei
occupational, field. (Summe school and
on direct employment)

(E) Quality Co;itrol. Field Analysis and
Feedback to st uden t s.

There iS no quest HAI but that I lie force behind
Vocal i ona 1 ;Ind TOkhn i (.a 1 1.;(111( a t i on i s Technology. A
ron t rihuting force ichi brings tt ()get her human exper i en oe ,

human initiative imagination, and daring harnessing them
together to meet the needs of the mind, the heart, and the
hand. has been call(.(1 Vocational/Technical Educatien;
preparationfor'work.*

Pa raphitsiql from:

New Conceptions of Vocational and Technical Education
Author: Jerry M . Rosenberg
PP. 15
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The c()111H,. ,it ricu 1 Ina is di \ I ded into three areas:
., , . . . ,

I . !tat her*lai icsArgu,bra through de t ormi. nzin ts .
and Tr i ,yiiii,inet ry of t li( right tri an g I (. .

('i rcui t courses-Resist ive, Single-t
con s t ant . and nt t. w()rks.,

ect lye. Pulse and Advanced.

Some of t he 4oc i o 1 og i ca I needs of t he students which
an- mod i f rab l e )y t he school s a re occupa t i on a 1 ski 1 Is ii-iti
knowledge, :twat. ness of occupat tonal opportun it. les,
des i real) i I i ty of productivity, promptness and low absen kpe ism.
Other student. needs affected indirectly include- social behavicir
anti work behavior. The concept that, work behavior iS soca]
behavior and. as such may be one of t he most ful f ill ing and
enriching experiences of life.
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ki)r(m(r,A1 NEEDS MET IN TECHNICAL EDItAT1ON

AVIATION SECTION W. ('LARK

T oThe needs f the ,Tochnieal Educatien student, like
the needs all other students, must start with the
individual, their personal values and requirements. There-
,fore, these needs must be presented to the student on ,a
personal basis identifing to the' student his need for social
preparation, knowledge ofjhe.potential economic position and
ILs peeparation, the the Technical preparationfor competency
in the chosen field.

. The social preparation is the responsibility of .every
person: parent, teacher and friends, that come in cohtact
with the learner: These student needs in'aude knowledge of:
diSciple, personal hygiene as well as maniptflatie and
oghitive skills. In technical education these needs are
recognized ,and deirlt,with in the real life situation, viry
little.. formal odueation is directed towards this acadefmic
area but the'responsibility is accepted and the'students
practical needs are identified and explained.

The potential economic position in technical educatiOn
,--

must .deal more with the specifi.technology selected by the
student. In the Aviation Section, the students economic needs
are explainea, by. nsilig Federal Nvi-ation Agency reports anti

the Aerokpace Industries Asso,ciat,iok, manpower requirements
reports. 'These r6ports :441w graphic, the 'industries
requirem>is for .workers at all levelS.

Currently Witt) the aPrityf the Aerospace workers
reaching 'retirement age, large numbers of workers will be
needed over the'next'ten'years. Economic position, salary
ranges and job' opportunities,' will be greatest in the next
five to fifteen yeaesY

These industry needs are directly
-

translated into studetts needs s'atisfing the' students
requirements to eximct suitable employment following the
Technical Educational Training in the 'field of Aviation.

Initially, the least important to the student, but
eventuallg recognized as the most 'important need is the
nec'essary fechnica.1 knowledge requirements. The job

ft opportunities in Aviation are,so varied and broad it is

)MPost;ible to, prepare the high school .z;b4.14.1fnt for job entry
'into Aviation.. Most osit ions equine anywhere from
'.eighteen months to fi e years o technical training. There-
fore, the Aviation Program a't the high school level, at best,,
can be only an introductor4 course. Therefore, the students
needs are satisfied in them knowing what to expect in the
industry from Factory mechanics to gngineerin!;. However,
continuning edUcation and technical fraicingis'required
following high school.

'/1
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STUDENTS EDUCATIONAL NEEDS MIT BY JUNIOR HIGH'SCHOOL PRE-VOCATIONAL

AND HIGH SCHOOL VOCATIONAL OFFICE EDUCATION PROGRAMS

BY

Eleanor Hopper

V

GOALS' OF VOCATIONAL OFFICE EDUCATION':,

. -

The primary goals of Vocational Office Education is to prepare
students vocationally, to take their place in business as secretarial
and/or clerical workers. Specific goals are:

1. To present, develop, and r64Juthe required skills

11Ik
necessary for job competency.

2. To instill a sense of pride in office occupations and

,/
develop wholesome attitudes toward work and learning.

3. To relate learnings and understandings in the, classroom

to actual job situations.

4. To teach participants the impoTtance of cooperation through

actual work situations.

5. To provide opportunities for students to develop an ability to

me

solve problems which might arise in everyday business

activities.'

6. To help students develop personality traits desirable in

the office positions: accuracy, neatness, promptness,

dependability, honesty, loyalty, and ability to follow

directions.

7. To encourage each student through individual attention to

develop his abilities to the highest degree.

8



PROVIDM FOR STUDENT NEEDS

PRE-VOCATIONAL (VOF) JUNIOR HIGH TEACHERS WILL MEET STUDENT NEEDS BY:

1. Providing broad exploratory, concrete, action-oriented ex-

periences related to the world of work.

2. By helping students see the vocational and avocational impli-

cations of school subjects.

3. By getting students out into business and industry and

bringing career representatives into the school on a

systematic

4. By finding ways to organize the world of work and bringing

it down to manageable size through job clusters or families.

5. By teaching awareness of the decision process and the placing

of values, alternatives, information, and ac 'tion plans.

6. By exposing students to people in'atypical and non-glamour

occupatioris.

7. By identifying and using resources appropriate to this level.

8. By engaging in interdisciplinary team efforts focused on
w

career education.

9. By utilizing role odels--alumni, siblings, peers, vocational

school students, college students, adult workers--to assist

in explgrolltion.

81



VOCATIONAL OFFICE EDUCATION (VOE) SENIOR HIGH TEACHERS WILL MEET STUDENT

NEEDS BY:

1. Assisting in clarifying to the student the career decision

process in relation to self.

2. Helping the student become aware of preferred life styles.

3. Helping the student reality-test his self-crcept through

tryout experiences.

4. Continuing to teach the vocational and avocational aspects

and implications of school subjects, ilcluding the structure

of VOE subjects, the structure of related career fields,

possible college majors or vocational specialities, and

educational or vocational paths.'

5. Identifying ways in which the student can gain work experience.

6. Identifying, use, and adaptation of resources appropriate

for VOE

7. Conveying to each student that he or she is a worthwhile

person whatever his occupational or educational goals or life

stylelaspirations

8. Providing realistic educational and occupational inf6rmation

to students and staff based on knowledge of their occupational

field and continuous contact with workers and work settings.

9: Identifying and recruiting resource persons in the employment

community to assist in the VOE program.



10. Identifying ba'ic and academic skills and khOwledge that are
I'

needed to succeed in VUE and communicating this information

to academic te'achers and guidance specialists

11. Assisting students enrolled in VOE to analyze and interpret

their learning experiences for better understanding of self

in relation to occupations and the world of work.

12. Planning and providing vocational instruction which prepares

VOE students to enter, adjust, progress, a/rchange jobs in

their occupational field.

13. Assisting VOE students to identify a wide range of occupations

for which their VOE instruction is applicable.

14. Encouraging employers to assist in expanding student awareness

of career opportunities

15. Arranging observation activities or part-time employment for

VOE students to help them learn more about occupations and

work settings.

16 Participating in the planning and implementation of a corn-

/
prehensive career education program for VOE students.
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Firs *. T we sit 7 11! %',v. a genera'. idea or knowledgP of what pre-

r,i,1PR','',r1 is and th, difference in prevocational educ,tion and
4.w

cRrkPr Pre-vocat'-nal educat'on is defined as a type of

+raLnir, whThh, while plavin. its part in the acninvement of the general

almsof eduratilr on any gi.ren leel, has "or its primary objective the

preraration,of stiv,ients to Pn4.,pr flto a busThess career, or having con-

ridrPcPd enter n sch a carPer, to render a mcre efficient service there-

In and th ari.YanTe Prom prose -it levels of employment to higher levels.

rareer Priuca'.' in has been -IvPn tl cut and dried definition.

iowev(,r, the gi'nPrn1 no' )n rfroles around nrepardness for livk, for

leis P the -narIfoll opr,ortunIts open to all students. In fact,

humar Pul'.1171Pn+ and occuratl-)nelly.

I' therr, :s -Phtral mss T.- In our ,-InceptIon of career and pre-

710ntIone it- it to -r7 1114 agairr:t thl_s absurd partitioning;

oP h'ilre of P:urai.'n, thr sorarntion of ,,hied from subject, of

class Prom false der4r,ctive listinction between the

1"-Pra1 arodemic frali+T)n on r0 one hand and thP utilitarian-vocational

-)n th' other. There shriuli he no Alvisi)n In technical and liberal educe-

*I)n. -hero -n tf no adeluatptechnicll edh214-,ion which is not liberal,

nd r. l'hern' wh!-h 'r ri-)t technical .

[)r,

is)
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4:n14 11, which iles not impart both technical and

inte110,7tual )ther wirds eiucatiln should turn alit the

s* :den' with sonetbing t.P knows well and something he can do well.

With these thoughts in mini, we can see that the responSibility of

teachers in meeting the needs of students in Some ways should naturally

be the same. 'owever, the majority of these needs will b.; meet more

"specifically eccording to subjects taught and studenta being taught.

LONG hANGF NEED::

1. To provide experiences for students to assist them in eval-'
uating their interests, abilities, value judgments, and
needs as they relate to occupati6nal roles in the businese
career field.

2. To provide students with opportunities for exploration of
a broad range of occupational clutters in the business
educational field, leading to the tentative selection of
further educational and occupational goa.

i. To provid,%introductory experiences in one or more busi-
ness occupational careers providing a foundation for future
progress at the senior high school level and providing an
option tomove between clusters, if desired, or persue
a more in-depth experience for advanced grades.

4. To provide knowledge of and apveciation for,the many busi-
ness careers. This to include "hands on" experiences, and
experiments, where appropriate to further the exploratory
learning process.

IDFAF; TO BE -iFVELnPE7;

1. The knowledge of the business operations careers, and their
sequence of training.

te. The dlties of each occupation and how they differ.

3. Fxploring the task of business Operation occupations.

1. Description

2. hequirements

3. Probable pay

0



sloc,eelln,, in Trogram.

:rientit'ving stqlents stren,ths and weaknesses.

fAudents abllity to get along on the lob with fellow
employees and employers.

7. Students performing at occupation level.

Learning in a situation without interfering with others
4 learnim-: process.
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TEACHERS TISPONShILITIES IN MEETING THE
EDUCATIONAL NEEDS OF STUDENTS ENROLLED

IN VOCATIONAL OFFICE EDUCATION (Clerical)

come of the responsibilities of a te4cher in Vocational Office Education
are:

1. The mastery of four basic forms of communication

a. *reading

1). writing

c. sneaking

d. listening

'. The understanding of good public relations with fellow workers, management,
and customers.

3. The Attainment of desirable work habits, attitudes, and personality traits
whir'. are necessary for a successful business career.

4. Proficincy in the use of business machines and functions.

5: The integration of business English, typewriting, shorthand, and recordkeeping
in such manner as to simulate an actual office atmosphere.

h. The development on 1,ehalf of the student to accept responsibility for himself

ane for his part in the total office situation as reflected in an office 1)16-

cedure class.

COTTRSES THAT ARF TAUGHT IN TM CLERICAL FLOCK ARE:

1. Typewritini; II

0
2. Filing

3. Office stachinas

4. Pecordkeeping

5. Lusiness English

- ft
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1 f rourses it cfocerns tv entire field of

ern! anf rritten communicrt ion In business af'airs. impasis 1' nlaced upon the

of cornnicatin^ in vritinf';, ri,; well os other special kinds of business com-

Incororatet: in the course content are lanvune mechanics, ;rammatical

rules, and the therotical principles of effective expression. Business literature

and ethics rre included. Particular stress is placed upon the mailable letter and

students are 'railed harslv on their shinty to T400fread and find their own spelling

rrors, ect.

:AV TEACEER TPONSIEILITIFS ARE:

1. To teach the student the principles effective in good listening

2. To create in the student an understandine of the techniques of oral
corTrunication.

3. To create in the student correct an lasting reading habits.

4. To review, clarify, and apply fundamental of language mechanics
and structure to successful business comaihication.

5. To I-7erove the student's skill, in vocabulary building, spelling, and use
of the dictionary.

6. Tn tench the student the form and composition of effective business writing.

7. To"rovirie the student with an awareness of the Scope of business information.

f. To foster in the student a consciousness of, and a sensitivity to, ethics in
business.

TY01.7 II

TyPeritin., skill is an essential part of any provram of occupational preparation

for clerical or stenoeraphic occupations.

1'7 MACHFR FESPONSITITLITIES ARE:

1. To improve the student 1-asic typewriting skills.

2. To teach tLe student to operate competently both manual and electric
typeriters.

3. To 'provide rEsiedial instruction in business application of typewriting
sills.

50.
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To meet 'irdru-1 sneeq ane accurnc,, staziJards for employnentin the local

area. . - rst

5. Tn tYPe letters..taNlated material, envelopes, carO, telegrams, business
rorms, and reports attractively arrange(' in conventional foimat.

6.. To type :ianuscripts form edited handwritten copiY,' providing headings, fbot
notes, manusarDt, title pages, tables of contents; and bibliographies from
the content of the manyiscrfpt without direction from the author.

7.} To introduce advanced business applicationa of typewriting skills.

To prepare typed material for reproduction by the commonly used media

0. To detect typoRraphical errors before removing copy from the typewriter
and make inconspicuous corrections.

S

10. To take dictation and compose at the typewriter.

11. To work harmoniously and productively in a business environment..

12. To develop a high level of performance of business application witha
mininun of direction and supervision. ..

l3. 'Po develop n high level of perforrance.of business application with no
direction and supervision.

,,.

14. To develop proper attitudes and work habits in office practice and'nrocedures.
.

.

M 0 F

'' 41 1.5. Drills should be given for speed building and development of accuracy.

16. To Pil.re a five minute writing with five errors or less.

17. Different letter styles used in class work. I I.

vt i

In the secretarial block and clerical block on the job job training is a portion of'the

vocational offilf education program. The student is employed on a.full time basis

fora week by an approVed business firm. me is supervised cooperatively by school

and business representatives.

T;e as business teachers not only Leach the student how to perform on a lob,

we 'lave to teach then hot., to get a job.

Lookin,' for a,job can 1,e a confusing eiperience. Many students do not 'know,

ho, to go about the search for a job or what to expect during ob interviews. They
0

are not sure how to prepare themselves for interviews or how to present themselves

effectively to. employers.
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In tt i ',11-! the ,,ttrivi.t to wet a job we coyerthe following:

to contact lob interviewers and set up appointmint for interview,.

t' fill out nnplication forms

1. 'rat to dxpect, -how to prepare for, and how to respond inemployMent ands

agency interviews.

4. 9ow to make a good impresiion, express yourself in a,postive way, mention
your strong points, and answer difficult question during interviews.

Ir_teachir the following above, I have found it very effective to'usa the

discussion .tanes. The students can found out the -important-things they need to know

about in ,otting a job.

149-
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K,tnryn 'f:rown,

The three corToricht of tt1i course are

BuSinesa Enrlish
Office Procedures
:Th'ort,4.and II

Luslhoss 7-"nrlist.

Th teacher ,62 responsible for le'lping the student

develop tiffs Emrlish skills to an employab141eVe'l in the

written form.

rihe teacher will help the student develop his English

I skill. to an eulo)4able level in the verbal form.
e

/ e
The-teach,!r will provide practical problems so the

stude6t cab aptly and dvelop writinv skills in letters,'

memoranciums, reports, etc.

rffice Procedures

The teacher will help student develop employable skills

in the use of such office rachines as 'addimr, duplicating,

calculating., and transcriLinr.

'teacher will,r;uide the student in :Larninr and

developinr,aocept and emplpyatle office practices. 0

The teacher'wil/ asst It student in learning* basic
&O.

business telepnne techniques:

.The teacher will assist student with personal Grooming*

and attitudes needed in a business,offiTe..,

.1 tel
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Office Procedures r'antinued

The teacher will provide the student with practical

on-the-Job office experience.

The teacher will help the student develop the

Confiden;e and_independence ncellopry to be a valtable
4 R

office employee.

The teacher will1 belp develop the student's filing

skills.
/

Shorthand,II

The teacher will assist the Student in developing short-
s.,

hand speed to an employable aeve1.

The teacher will assist, the student in develdping

shorthand transcription competency.

The teacher will help student to develop a Usable4

business.vocabulary in her area of interest.

Coripfetion Level

Upon cOmpletion of this course, the student shduld

be eligible, for employment as asecretary,.senographer',

clerk typist, word processing coordinator, or administrative

assistint.'

r',mployrnent Responsibility'.

The teacher 13 not responsible for finding students

employment.

*as
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